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2005 ACTE CONFERENCE
PRE-CONFERENCE SESSION

Online Technical Assistance for CTE Basic Grant and Data Reporting

8:00 am - 8:30 am
8:30 am - 9:00 am

9:00 am - 10:00 am

10:00 am - 10:15 am

10:15 am - 11:30 am

11:30 am - 12:30 pm
12:30 pm - 1:30 pm
5 minute Stretch
1:30 pm - 2:00 pm
2:00 pm - 2:15 pm
2:15 pm - 3:00 pm
3:00 pm - 4:00 pm

4:00 pm - 4:30 pm

Workshop

Registration (outside the Computer Lab)

Kathy Butts, Tammie Chavez and Amy Scott

Welcome and Introduction of Participants (Reg Mtg Rm)
Bryan McCleney

Notification of Intent, Coherent Sequence, and Basic Grant
Application (Computer Lab)

Rose Hurwitz and Jeanne Roberts

Break
CTE Fiscal Application Development & Reporting (Reg Mtg Rm)

(completion reports & cash management system)
Nancy Ryan-Schmidt and Tammie Chavez

Lunch

Electronic Enrollment Reporting (Computer Lab)
Jet Wilson and Della Hofer

Concentrators and Placements (Computer Lab)
Donna Kerwin

Break

Creating Computer Performance Measures Reports (Reg Mtg Rm)
Marilee Johnson

Data Quality (Reg Mtg Rm)

Penny Legge

Q & A and Wrap-up

Collect Evaluations and Distribute Door Prizes and Professional
Development Certificates
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CTE Flow Chart



Annual CTE Events*

e NOI Process (Notification of Intent)

e Prepare CTE Basic Grant Application and
Coherent Sequence

e Cash Management Report for Federal Projects
due the 18t of each month

e Report course Enrollment (40%/100t Day)

e Document Student Attainment

e [nput Program Enrollment, Completers,
Concentrators

e Conduct Placement Survey

e Establish Program Improvement Team

o Submit Project Amendments if necessary

e Examine Performance Review Data

e Choose Evaluation Method

e Create Accountability Plan

o Set Performance Targets

e Set Goals for Improvement

e Monitor Performance over time

o Submit Completion Reports 90 days after project
end date

*Some of the items in this list have specific due dates. Many of the items are continuous and
may change given the calendar at any school. If you have any questions about this process,
please call your Basic Grant Liaison.
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Introduction & Web Site
Navigation/Logging In



Placement Survey and
Concentrator Report
User Manual

!
ﬂ

Arizona Department of
Education
Career and Technical Education




elcome to the Career and Technical Education user manual for
our new updated version of the online Placement Survey
Report & Concentrator Report system! This user manual is
intended to be your guide through our online system on the
World Wide Web.

The Placement Survey Report & Concentrator Report system
will allow all schools to send their placement and concentrator
information directly to ADE via the World Wide Web. The paper forms
that all participating schools previously used have been replaced with
this easy-to-use online system. Schools can link to this new website
from the home page of the Arizona Department of Education at:

N\ d

http://www.ade.az.qov




A. Go to the Arizona Department of Education web site at
www.ade.az.qov
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C. Click on the Career and Technical Education link.



D. Click on Accountability Program Improvement
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E. Scroll down to New CTE Placement Survey Reports and
Concentrator Reports System and click on the link.
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Welcome to the system! Now you can enter your Performance
Measures information online. All the user manuals for the system are
located directly beneath the system link.
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Part Il - Logging In To The System

Now you are ready to enter the Performance Measures on-line system.

Please click on Login
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File Edit View Favorites Tools Help

(oBack -

gl 0o Search vvFavorites @¥'Media 45 v o

S http: ffwwow ade a2 .gov/PerfMeasiures/splash asp v?@@o Lok @;
| [Search Web [ -] new Toolbar Update - | 53Mail - @ My Yahoo! $iGames - »

Arizona Department of Education

Submit vour Career and Technical Education
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Report ONLINE!




ttp: .ade.az.gov/PerfM

File Edit View Favorites Tools Help

(oBack - £ ® @ 0% JUsearch s vFavorites @'Media €8 G0 o

: £t /e ade gz gov/PerfMeasiures/Security .asp . w
hdl o [Search web [-]E- new Toolbar Update ~ | £3Mail - @ My Yahoo! BiGames - »
Arizena Department of Education -

Career and Technical Education Internet Data Reporting Applicatien

TANEER MND TECNEAL ED

Useimame:

Password:

Login |

A. Enter your Username and Password

B. Click on Login



&3 School to Wark Web Site - Microsolt Intemet |

View Favortes  Tools  Help

Arizona Arizona Department of Education

De *1 Internet Data Submission Application

Concentrator

Enroliment TAREER AND TECINCAL D

Basic Grant
Maintenance
Administrative Click on "Placement” to enter/edit Placement Surveys
Reporting Click on "Concentrator” to enter/edit the Concentrator Report
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Welcome to the system! Now you can use all the functions of the online
Performance Measures system that your user ID can access.






Notification of Intent



Notification of Intent (NOI) for New Programs

The CTE Division has developed a Notification of Intent form for you to notify the CTE
division when you intend to implement a new Career and Technical Education program
for the upcoming school year. This form allows CTE to provide technical assistance in
implementing a quality program, assign a Birth Date and add the new program to the
school’s Program Profile Table. A NEW CTE program is defined as any Level II1
program CIP code at any site not reporting enrollment and performance measures
data under that CIP code during the previous year.

Instructions for completing the Notification of Intent Form* are as follows:

1.

®

Complete one form for each program and new option for each site location, even
if the district is already offering the program at another site. Refer to the CTE
FY2006 Program List for current CIP codes.

Complete all blanks in the Program Information area and check the appropriate
boxes. Include all the option information if appropriate.

State your planned course sequence with projected implementation date and
projected enrollment. All state-designated program competencies must be
delivered (L.evels L, II and III).

Record teacher information, if known. If not known at this time, indicate “To Be
Determined”.

Secure all required signatures in the signature section. If the teacher is unknown,
the signature of a department head must be included.

The Superintendent’s signature is required on the form this year.

Submit completed application with original signatures by April 1 to:

Helen Bootsma, Education Program Director
Career Pathways Team
Career and Technical Education Division
Arizona Department of Education
1535 W. Jefferson, Bin 42
Phoenix, AZ 85007

If you have any questions about developing new CTE programs, contact the appropriate
Program State Supervisor. Additional information can be found in The Handbook April
2005 pages 205-212.

Agricultural Education Dennis Fiscus 602.542.5356
Business Education Janet Gandy 602.542.5046
Education Professions Jan Brite 602.542.4365
Family and Consumer Sciences Education Lila Kleinkopf 602-542-5487
Health & Community Service Careers Janice Bilan 602-542-3374
Industrial Technology Education Joe Epperson 602-542-5423
Marketing, Media, and IT Education Shea Padilla 602-542-5049

*Notification of Intent Form is available on-line at http://www.ade.az.cov/cte/WhatsNew.
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Second Stage Notification of Intent Option

In some unique situations, a district may be unable to meet the April 1% deadline. A
Second Stage Notification of Intent option is available to districts that already offer
approved CTE programs. The following items are required along with the Notification of
Intent form:

= Rationale for the new program

= Rationale for late submission

= Copy of Level III teacher certification or plan for submitting application
=  Accurate enrollment information for the current school year

= Career and Technical Student Organization implementation plan

= Level II and Level III course syllabus

= List of Advisory Committee membership

Please submit the completed NOI form (using the guidelines on page 3-1) along with the
supporting documentation listed above by September 15 to:

Helen Bootsma, Education Program Director
Career Pathways Team
Career and Technical Education Division
Arizona Department of Education
1535 W. Jefferson, Bin 42
Phoenix, AZ 85007
Fax: 602-542-1849

If you have any questions about the second stage NOI submission process, contact Helen
Bootsma at 602-542-5963 or the appropriate Program State Supervisor.
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Career and Technical Education
FY 2006 Program List

Rank | CIP 2006 CTE Program List

51.1600 | Nursing Services

52.0200 | Business Management and Administrative Services
43.0100 | Law, Public Safety and Security

43.0200 | Fire Science

51.0800 | Allied Health Services

15.1300 | Drafting and Design Technology

15.1200 | Information Technology
52.1900 | Design and Merchandising
47.0600 | Automotive Technologies
52.0800 | Financial Services
46.0400 | Construction Technologies
“““““““ S s
| 15.0600 | Industrial Manufgetttg @ _ ...
52.0300 | Accounting and Related Services

15.0300 | Electronic Technology

01.0600 | Horticulture

52.0900 | Hospitality Management

52.1800 | Marketing, Management and Entrepreneurship
12.0500 | Culinary Arts

13.1500 | Education Professions

48.0500 | Welding Technology

13.1200 | Early Childhood Education

12.0400 | Cosmetology

01.0300 | Agriscience

10.0300 | Graphic Communications

10.0200 | Radio/Television Technology

03.0200 | Renewable Natural Resources

48.0700 | Woodworking

Bk

W N | (W

Y
]

1
[

Lavender= Program Name has changed
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Arizona Career and Technical Education
2006 Coherent Sequence Login

http://www.ade.az.gov/PerfMeasures/splash.asp

View Favorites Tools  Help W

ttp:/fwenewr. ade.az.gov/Perfhdeasures/splash.asp

9 0 Search Wiy Favortes £4 nltv S0~

Arizona Department of Education

Login

Submit your Career and Technical Education
Placement Survey Report and Concentrator
Report ONLINE!

i

.} Search Fawvorites

@&l httpwww.ade az. gov/PerfMeasures/Security.asp ‘* @ Go Leks

Arizona Department of Education
Career and Technical Education Internst Data Reporting Application

CAREER MWD TEDINCAL EDY |
Usernarme: )
Passwonl:

¢ Local intranet
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Arizona Career and Technical Education
2006 Coherent Sequence Login

File Edit Wiew Fawvorites Tools Help

s

gﬁ;;s Back ~ % Search Favorites

Arizona Department of Education
Internet Data Submission Application

TAREER AN TECHINBAL gjiﬁﬁ

Jdick on "Placement” to enter‘eidit Placement Surveys
Click s “Concentrator” te entersedit the
Click on "Maintenance™ to Change your passwond

File Edit Wiew Favorites Tools Help

(0 Back - 2 9 U Seach § vFevortes £8 £0- . 5 -

Arizona Department of Education
Internet Data Submission Application

Select the School You want to work on

School To Wark

Choose a Schoaol -Selecta School- o

OR Select a CTDS -OR Selecta CTDS- +

b |
feduence

Local intranet




Arizona Career and Technical Education
2006 Coherent Sequence Login

2 -
File Edit View Favorites Tools Help

Y Back - ¢ ) & . Sesrch
L = i .

Arizona Department of Education
Internet Data Submission Application

Basic Grant Fiscal Year Selection

Listing of Fiscal Years

Fiscal Ygar

[ <Back |

For 2006, CTE program names and CIP codes have been changed and/or programs have

o been merged. You will have to refer to CTE’s “The Handbook April 2005” to ensure you
LeIe locate the correct ADE course name(s) to develop the coherent sequence of

instruction.

The 2005 course enrcllment data has been used to assist you in developing your 2006

coherent sequence of instruction information for the 2006 Basic Grant. Review the

information carefully and make necessary changes, additions, or deletions. Click on 2006

Coherent Sequence to begin process.

Done S Local intranet

File Edit “iew Favorites Tools Help W

m

‘ Search

Favorites

Arizona Department of Education
Internet Data Submission Application

2006 Coherent Sequence Form

suy R oy ldghey vy Hesea

s i mest ewyrend broses avallable - Interses Ex

The 2005 course enrollment data has been loaded into the 2006 coherent sequence table for your use in updating the
district's CTE coherent sequence of instruction as required under your 2006 Basic Grant. To complete your 2006 Basic
Grant application, please review the Coherent Sequence of Courses for your school listed below; or

Print a copy of your school's coherent sequence data to review before updating by clicking on the "Click here to get a
detailed report” icon.

To add new courses, click on the blinking “Click Here to Add™, select the appropriate course number and click on
Submit. Select the Bth digit of the course number and insert the district's Local Course Title and click on the Subrnit
button to save the record. If you do not insert a Local Course Title, the CTE Course Title will be inserted

ldentify a new course by inserting an "x" in the column marked "MNew Course”

To edit a program's coherent sequence click on Madify next to the appropriate course number.

If one of your CTE Courses is being taught at a location other than your school site, identify the location's name under
the column "Course Taught At Another School”, (i.e., ABC High School's Business Accounting course taught at CBA
High Schoaol).

You may only edit the 8th digit of the CIP code and insert the district local course title. If you do not insert a Local
Course Title, the CTE Course Title will be inserted. Fill in the information and click on the Submit and Finish button to
save the record.

If the lacal course title is different frorn CTE's Course Title you MUST provide the school's local course title. Follow
the editing instructions above.

If the local course title is the same as CTE's course title, hit modify, submit and finish to default to the CTE title,

To Delete a program or course that is no longer offered, click on Delete next to the appropriate number. Click an the
"es" button.

Print a report for final review before submitting to CTE. Verify every course has a local course title

After the cuherent sequence information has been updated, NOTIFY CTE by sending an email to Tammie Chavez at
oy that identifies your District and provide your Hame to inform her that you have completed
updallng lhe district's 2006 coherent sequence data

% Local intranet
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Arizona Career and Technical Education
2006 Coherent Sequence Login

File Edit View Favorites Tools Help

@Baak o ! Search i Fovortes &8 foov L T m

| hitpefveww.ade.az.goviPedMeasures/framemanager.asp

Arizona Department of Education
Internet Data Submission Application

If the lacal course title is different from CTE's Course Title you MUST provide the school's local course title. Follow
the editing instructions above.

If the lecal course title is the same as CTE's course title, hit modify, submit and finish to default to the CTE title

To Delete a program or course that is no longer offered, click on Delete next to the appropriate number. Click on the
"Yes" button.

Print a report for final review befare submitting to CTE. Verify every course has a local course title.

After the coherent sequence information has been updated, MOTIFY CTE by sending an email to Tammie Chavez at
{ghavez@iade az.yoy that identifies your District and provide your Name to inform her that you have completed
updating the district's 2006 coherent sequence data.

2006 Coherent Sequence for 01.40.02 201 . MANY FARMS HIGH SCHOOL % ClickHere o Add

Program Program Title Course Course Title L"ca.:.i;’l{;‘"“ Action
460400 Cnnstructipn 45040010 Cnn;lructiun Tech Care
Technologies Curri
4p04pp  Sonstruction 45040020 Construction Tech | View Modify Delete

Technologies

460500 Welding Technology 48050010 Frecision Metal Working
Care Cur

480500 Welding Technology 48050020 Welding Technology |

Wodify | Delete

Click here to get a detailed report

Click here to enter conimeant

Click on the pencil if you want to make any comments concerning your sequence. Enter
comments in the screen below — no limit on amount of words.

File Edit View Favorites Tools Help
(DBeek - ) W - iSewrch i Fevories &¥E Sl . o - LG D] 3
't hitpffwenwr ade.az.gov/PerfMeasures/framemanager.asp ~ Y Go g

Arizona Department of Education

Internel Data Submissian Application

2006 Coherent Sequence
Please Enter Your Comment Here

. Coherent Sequente
Maintenance

You must hit the su 0 save any comment

¢ Local intranet
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Arizona Career and Technical Education
2006 Coherent Sequence Login

To add a program/course, click on the add button at right hand corner of screen

§; §

File Edit Wiew Favorites Tools Help

i\u;;é Back - &l S~ ’ Search " Favorites

http:ftweew. ade.az gov/PerfMeasures/framemanagerasp

Arizona Department of Education
internet Data Submission Application

New Coherent Sequence

Loherent Sequence Information

Chioose a Course Description [ cnniniig ad Balaan S T

QR Select the first 7 digits of Course _OR Select a Course Number- |
Humber 3 4
Select the sequence Fiscal YWear 2006 v

oherent
equence

File Edit View Favorites Tools Help

Search {‘kt‘ Favorites &

Arizona Department of Education

Internet Data Submission Application

2006 Coherent Sequence

Coherent Sequence Information

CTDS School Hame Fiscal Year
01-40-02-201 MANY FARMS HIGH SCHOOL 2006
Program Diescription
520300 Accounting and Related Services
Comse(1-7 digits} Description
5203001 Accounting and Related Srv Tech

LCoherent Informatian

[Coherent Gth digit of Comrse Humber -Select v
fbequence

Local Cowrse Title

Course Taught At Anothier School

You must hit the submit hutton to save any changes maile
| Submit } Cancel

Local intranet

.

L
. L

o
%/
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Arizona Career and Technical Education
2006 Coherent Sequence Login

File Edit Wiew Favorites Tools Help

{;\3 Back - L * Search Favorites &

Arizona Department of Education
Internet Data Submission Application

2006 Coherent Sequence

Concentrator Coherent Sequence Information

CTDS School Hame Fiscal Year
01-40-02-201 MANY FARMS HIGH SCHOOL 2006
Program Description
520300 Accounting and Related Services
Course{17 digits} Description
5203001 Accounting and Related Srv Tech
[ et ]
‘oherent Bth digit of Course Number 1 =

Lence

Lacal Course Title Accounting |

Course Taught At Another School Chinle HS

You must hit the sul

itton to save any changes made

File Edit Yiew Favorites Tools Help

3 Back ~ ‘ Search - Fawvorites 4«

Arizona Depariment of Education
Internet Data Submission Application

C airy,
To Delete a program or course that is no longer oﬁered l:llck on Delew next to the appropriate numher Cllck an the
"Yes" button
Print a report for final review before submitting to CTE. Verify every course has a local course title

After the coherent sequence infarmation has been updated, NGTIFY CTE by sending an email to Tammie Chavez at
ichavez@iade a7 gov that identifies your DHstrict and provide yowr Name to inform her that you have completed
updating the district's 2006 coherent sequence data.

Coherent Sequence

Maintenance 200E Coherent Sequence for 014002 201 . MANY EARMS HIGH SCHOOL % Cliok Hers to Add

dministrative

Reporting Program Program Title Comse Cowrse Title Loﬁa_ll_iszlllss Action
460400 Cnnstructl_nn 4501“]310 Cnnstructmn Tech Core
Technologies
Construction | .
4B0400 e 45040020 (Construchnn Techl
eguerice P :
480500 Welding Technalogy 4B0a00ig Fecision Metal Working
are Cur
480500  Welding Technology 48050020 Welding Technology | Midify | De
Accounting and Related iAccUunling and Related . e
520300 Semices 52030011 Sre Tach Accounting | Mudify | Delste
Click here to get a detailed repoit
lick here te enter comment
<Back .

: Local infranet
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Arizona Career and Technical Education
2006 Coherent Sequence Login

You need ADOBE Reader to access your report

File Edit View Favortes Toaols Help

| o .. Seach © - Favorites

o

E

o

o
{oy Back ~

7

0

| http:/fwwrw. ade.az gov/Permeasures/Reparts/CoherentSeq062805081 446 pdf

o

Imiseectted - [0 & -

F EDUCATICN
EDUCATION
INFORMATION

RERCRT DATE. 08¢

New Course taught at

2 Course Progr Program Title Cowrse CIPADE Course Title” Your Local Course Title another school
©
E 5 4E040013 Canstriction T e Curn
8 o o -
5% g Cane Cur
o
o
=
£ X Srv Tesh  Azecunting 1 Chi
§ Comment Apeolntng wil be taught at Chinke HS on Wednesdeys only
|
|
i 12,01 x8.51n
3 10f1
% Local infranet
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Tips for Completing the 2006 Basic Grant
Coherent Sequence Function

» Refer to the On-line Basic Grant Coherent Sequence Instructions handout.

» Have the new Career and Technical Education Resource Handbook (April, 2005) open to pages
67-74 for current CTE Program Codes and Titles.

> Course CIP codes reported on your 2005 40" and 100" day enroliment reports have been downloaded
into your 2006 coherent sequence.

» All program and course CIP codes and titles have already been changed to reflect the FY2006 CTE
program list.

» Print a copy of the coherent sequence first and highlight all changes needed. (Scroll down page to
“click here to get a detailed report”)

A\

Programs are listed in numerical order by program CIP code.

Level Il (99.xxxx) courses will appear only once at the end of the entire list.

Y VY

Follow the on-line directions.

A\

Adding hew courses: It is easiest to add using course numbers because they are listed
numerically by course CIP code showing the first 7 digits. All course CIP codes for a program will
appear together (i.e. all courses beginning with 100300 will be together). Use The Handbook as the
guide. Course names are listed alphabetically by course title.
o When adding a new NOI course, check the “new course” box to identify new program
courses.
o Reminder: Add all appropriate courses for any 2006 NOls submitted.
o When you add a course, it will appear in the coherent sequence in numerical order by
program and course CIP codes.

> If a course is being taught at a site other than your school site, enter the name of the school/site
under the column entitled “Course Taught At Another School”.

» The fiscal year will always show as 2005. You cannot change the year.

» Local course title: Each course must have your local course title. If the local course title is the same
as the CTE course title, hit modify, submit and finish for each course. No need to type in the title.
If it is different, add in your title. The local course title should be what appears in your district course
description book and on the student’s transcript.

» If a program has been sunset or a course is no longer taught, hit delete, yes and finish for each of the
courses in the program.

» A comment box is available to add any additional information needed about your coherent sequence.

» Print a final coherent sequence report to make sure all courses are listed and each course has a local
course title.

» IMPORTANT: 2006 Coherent Sequence should include all course CIP codes for Level Il and Ill that
you plan to report on 40" and 100" day course enroliment.

» If having difficulty, contact your basic grant specialist.
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Arizona Career and Technical Education Programs
SY2006 Codes and Titles

52.0300 Accounting and Related Services

90.0000.10 Technological Foundations

99.0400.10 Business Management
Technology

52.300.10 Accounting and Related
Services Technology -and-

52.300.20 Accounting Systems and
Related Services
=-Or=-

52.0300.80 Accounting and Related
Services — Coop Ed

01.0100 Agricultural Business
Management-Agriscience

90.0000.10 Technological Foundations
01.0101.10 Applied Biological Systems-
Agriculture
01.0100.10 Agriculture Business Mgmt -
Agriscience -and-
01.100.20 Food Products and
Processing Systems
Agribus Systems -or-
01.0100.30 Plant Systems -or-
01.0100.40 Animal Systems -or-
01.0100.50 Renewable Natural
Resources Systems -or-
01.100.60 Power, Structural and
Technical Systems -or-
01.0100.90 Agribusiness Systems -or-
01.0100.00 Environmental Service
Systems
-And program may elect to
add-
01.0100.80 Agricultural Business Mgmt
- Agriscience-Coop Ed

New for
2006

01.0300 Agriscience

90.0000.10 Technological Foundations
99.0300.20 Applied Biological Systems-
Agriculture
01.0300.10 Agriscience -and-
01.0300.20 Agriscience Il -or-
01.0300.30 Agriscience Business
Management -or-
01.0300.60 Agricultural Mechanics -or-
01.0300.80 Agriscience-Cooperative
Education

51.0800 Allied Health Services

90.0000.10 Technological Foundations
99.0300.30 Applied Biological Systems-
Health
51.0800.10 Fundamentals of Allied Health
Services -and-
51.0800.20 Pharmacy Support Services —
or-
51.0800.30 Laboratory Assisting -or-
51.0800.40 Medical Imaging Support
Services
=0r-
51.0800.50 Sports Medicine and
Rehabilitation Therapies
-And program may elect to
add-
51.0800.80 Allied Health Services-
Coop Education
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Arizona Career and Technical Education Programs
SY2006 Codes and Titles

47.0600 Automotive Technologies

90.0000.10 Technological Foundations
99.0200.10 Industrial Technology
47.0600.10 Automotive Technologies Core
Curriculum -and-
47.0600.20 Automotive Technology |
-and-
47.0600.30 Automotive Technology Il
=-Or-
47.0600.40 Automotive/Collision Repair |
-and-
47.0600.50 Automotive /Collision Repair Il
-And program may elect to
add-
47.0600.80 Automotive Technologies-
Cooperative Education

52.0200 Business Management and
Administrative Services

90.0000.10 Technological Foundations

99.0400.10 Business Management
Technology

52.0200.10 Bus Mgmt and Admin Services
Fundamentals -and-

52.0200.20 Business Office Operations -
or-

52.0200.30 Administrative Information
Mgmt
=0r-

52.0200.80 Bus Mgmt and Admin
Services- Coop Ed

46.0400 Construction Technologies

90.0000.10 Technological Foundations

99.0200.10 Industrial Technology

46.0400.10 Construction Technologies
Core Curriculum -and-

46.0400.20 Construction Technologies | -
and-

46.0400.30 Construction Technologies Il —
or-

46.0400.40 Industrial Maintenance | -and-

46.0400.50 Industrial Maintenance Il
-And program may elect to
add-

46.0400.80 Construction Technologies-
Coop Ed

12.0400 Cosmetology

90.0000.10 Technological Foundations
99.0500.10 Life Connections
12.0400.10 Fundamentals of Cosmetology
-and-
12.0400.20 Cosmetology Advanced
Applications
=-0Or-
12.0400.80 Cosmetology-Coop Educ

12.0500 Culinary Arts

90.0000.10 Technological Foundations
99.0500.10 Life Connections

12.0500.10 Culinary Arts Principles -and-
12.0500.20 Culinary Arts Applications -or-
12.0500.80 Culinary Arts-Coop Education

52.1900 Design and Merchandising

90.0000.10 Technological Foundations
99.0500.10 Life Connections
52.1900.10 Design and Merchandising
Fundamentals -and-
52.1900.20 Fashion Design and
Merchandising Applications
=-0Or=-
52.1900.30 Interior Design and
Merchandising
-And program may elect to
add-
52.1900.80 Design and Merchandising-
Coop Educ
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Arizona Career and Technical Education Programs
SY2006 Codes and Titles

15.1300 Drafting and Design Technology

90.0000.10 Technological Foundations
99.0100.10 Information Technology
15.1300.10 Drafting and Design
Technology Core Curriculum
-and-
15.1300.20 Architectural Drafting -or-
15.1300.30 Civil Drafting -or-
15.1300.40 Electronics Drafting -or-
15.1300.50 Mechanical Drafting
-And program may elect to
add-
15.1300.80 Drafting and Design
Technology-Coop Ed

13.1200 Early Childhood Education

90.0000.10 Technological Foundations
99.0500.10 Life Connections
13.1200.10 Early Childhood Education
Fundamentals
-and-
13.1200.20 Early Childhood Education
Applications -or-
13.1200.80 Early Childhood Education-
Coop Ed

13.1500 Education Professions

90.0000.10 Technological Foundations
99.0500.10 Life Connections
13.1500.10 Education Professions
Fundamentals
-and-
13.1500.20 Education Professions
Applications —
or-
13.1500.80 Education Professions-Coop Ed

15.0300 Electronic Technology

90.0000.10 Technological Foundations

99.0200.10 Industrial Technology

15.0300.10 Electronic Technology Core
Curriculum -and-

15.0300.20 Basic Electricity Principles and
Applications -and-

15.0300.30 Basic Electronic Principles and
Applications

-And program may elect to

add-

15.0300.80 Electronic Technology-Coop
Ed

52.0800 Financial Services

90.0000.10 Technological Foundations

99.0400.10 Business Management
Technology

52.0800.10 Financial Services
Technology

-and-

52.0800.20 Financial Services Systems -
or-

52.0800.80 Financial Services-Coop Ed

43.0200 Fire Science

90.0000.10 Technological Foundations

99.0200.10 Industrial Technology

43.0200.10 Fundamentals of Fire Science
-and-

43.0200.20 Fire Science Advanced
Applications
=-0Or-

43.0200.80 Fire Science-Cooperative
Education




Arizona Career and Technical Education Programs
SY2006 Codes and Titles

10.0300 Graphic Communications

90.0000.10 Technological Foundations
99.0100.10 Information Technology
10.0300.10 Fundamentals of Graphic
Communications -and-
10.0300.20 Graphic Arts|  -and-
10.0300.30 Graphic Arts Il -or-
10.0300.40 Commercial Art | -and-
10.0300.50 Commercial Art Il -or-
10.0300.60 Photo Imaging!| -and-
10.0300.90 Photo Imaging Il
-And program may elect to
add-
10.300.80 Graphic Communications-Coop
Ed

01.0600 Horticulture

90.0000.10 Technological Foundations

99.0300.20 Applied Biological Systems-
Agriculture

01.0600.10 Agriscience-Horticulture -
and-

01.0600.20 Agriscience llI-Horticulture -
or-

01.0600.30 Horticulture Business Mgmt
-0r-

01.0600.60 Agricultural Mechanics -or-

01.0600.80 Horticulture-Cooperative Ed

52.0900 Hospitality Management

90.0000.10 Technological Foundations
99.0500.10 Life Connections
52.0900.10 Hospitality Management
Principles
-and-
52.0900.20 Hospitality Management
Applications
=-0Or=-
52.0900.80 Hospitality Management-Coop
Ed

15.0600 Industrial Manufacturing

90.0000.10 Technological Foundations
15.0600.10 Fundamentals of Industrial
Mfg
-and-

New for
2006

15.0600.20 Applications of Industrial Mfg
-and-
15.0600.30 Metals Manufacturing -or-
15.0600.40 Plastics Manufacturing -or-
15.0600.50 Principles of Engineering
Technology
-And program may elect to
add-
15.0600.80 Industrial Manufacturing-Coop
Ed

15.1200 Information Technology

90.0000.10 Technological Foundations
99.0100.10 Information Technology
15.1200.10 Fundamentals of Information
Technology -and-
15.1200.20 Computer Maintenance
=-0r-
15.1200.30 Network Technology
=0Or-
15.1200.40 Software Development
=-0Or=-
15.1200.50 Web Page Development
-And program may elect to
add-
15.1200.80 Information Technology-Coop
Ed

43.0100 Law, Public Safety and Security

90.0000.10 Technological Foundations

99.0500.10 Life Connections

43.0100.10 Fundamentals of Law, Public
Safety and Security -and-

43.0100.20 Law, Public Safety and
Security Advanced App
-And program may elect to
add-

43.0100.20 Law, Public Safety and
Security-Coop Ed
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Arizona Career and Technical Education Programs
SY2006 Codes and Titles

52.1800 Marketing Management and
Entrepreneurship

90.0000.10 Technological Foundations
99.0400.10 Business Management Tech
52.1800.10 Fundamentals of Marketing,
Mgmt and Entrepreneurship
-and-
52.1800.20 Professional Sales and Mktg
=-0Or=-
52.1800.30 E-Commerce Marketing -or-
52.1800.40 Entertainment Marketing -or-

52.1800.50 Entrepreneurship
-And program may elect to
add-

52.1800.80 Marketing, Mgmt and
Entrepreneurship- Coop Ed

51.1600 Nursing Services

90.0000.10 Technological Foundations

99.0300.30 Applied Biological Systems-
Health

51.1600.10 Fundamentals of Nursing
Services
-and-

51.1600.20 Nursing Services Advanced
Applications
=-Or-

51.1600.80 Nursing Services-Coop Ed

10.0200 Radio/Television Technology

90.0000.10 Technological Foundations
99.0100.10 Information Technology
10.0200.10 Fundamentals of
Radio/Television Technology
-and-
10.0200.20 Electronic Journalism
=-0Or=-
10.0200.30 Interactive Digital Media
-And program may elect to
add-
10.0200.80 Radio/Television Technology
Coop Ed

03.0200 Renewable Natural Resources

90.0000.10 Technological Foundations
99.0300.20 Applied Biological Systems-
Agriculture
03.0200.10 Agriscience-Renewable
Natural Resources
-and-
03.0200.20 Agriscience lI-Renewable
Natural Resources
=0Or=-
03.0200.30 Renewable Natural
Resources Business Mgmt
=-Or=-
03.0200.60 Agricultural Mechanics
=-0Or=-
03.0200.80 Renewable Natural
Resources Coop Ed

48.0500 Welding Technology

90.0000.10 Technological Foundations

99.0200.10 Industrial Technology

48.0500.10 Welding Technology Core
Curriculum -and-

48.0500.20 Welding Technology | -and-

48.0500.30 Welding Technology Il -or-

48.0500.40 Machining Technology | -
and-

48.0500.50 Machining Technology I
-And program may elect to
add-

48.0500.80 Welding Technology- Coop
Ed

48.0700 Woodworking

90.0000.10 Technological Foundations
99.0200.10 Industrial Technology
48.0700.10 Woodworking Fundamentals
-and-
48.0700.20 Woodworking Advanced
Applications
=-0r-
48.0700.80 Woodworking-Cooperative
Education
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Basic Grant Application



FY 2006 On-line Carl Perkins Basic Grant Application Process

1. Go to the ADE Grants Management Home Page at
hitp://lwww.ade.az.gov/gme/

f ADE - Grants lﬂanagement Enterprize - Mictosalt Intemet E xploi

Favaorite: Help

. QiSearch

http:/ A, ade. az. gov/gme/

Our mission is to implement procedures that ensure the proper allocation,
distribution, and expenditure of all federal and state funds administered by the
department. The following links to our web pages contain information pertaining
to educational grants funded from state or federal programs.

T Newsworthy Trends in Grants Management
{last updated 5/25/2008)

HOTICE The FY200€ General Statement of
fink below under %3;;@&&'@85’3@ 3
o later than May

surance is now avatlable through the
And Required Annual Forms, The B
F1st, 200%, Click here vo visw the notific

& GSA is due
fon mema.

Grant/Project Information

2. Click on On-Line Applications

Click here vo read ahour Newswaorthy Trends in Srants Managemeny
(last updated 5/25/2005)

m& Arga
here toow

Grant /Project Information

Project Zummany

@ Fund alernts

@ snnlication Downloads

Wiew summary data for all current & past projects.

Access information on ADE Administered and Non-
ADE Administered funds currently available to LEAs.

Download application and supplemental infarmation

On-line Applications

Amendments

files.

Enter and Submit Grant Applications to the ADE.
Make an Amendment to an Existing State or Federal

Dvcinct




3. Click on the ADE Common Logon

3 ADE - Grants Management Enterprise - Mictost

Edit ‘“iew Favortes Tools Help

GME Security Gateway

Grants Management users must now use the Common Logon to access the
secure grants processes. If you already have a Common Logon account, please
use your emstlng userlD from now access the Grants Management

Em.

Click here to go to the ADE Common Logon

If you are a current signo GE atement of Assurance but do not
yet have a Common Logon account, please call the ADE Support Center at 602-
542-7378 to obtain your Common Logon userlD. You may then enter and
submit data to the Grants Management Enterprise system. To call the ADE

|  Sunnorr Center from ourcide the Phoeniv metrn area call 1_RRR-_S77_AR3IA

4. Enter the user name and password at the Common Logon

oft Intemet Explorer

File Edit View Favortes Tool:  Help

2] At DSearch [ifFavortes SfMedia

b

4 Back v s

-] @60 | Links»

 deldress ixggg https: /v, ade. az. govv/CommonLogon/Login asp?Mode=Logon

ONA DEPARTMENT |
o EDUCATION COMMON LOGON

The gateway to secure data transactions and information

Lsername: ]trainer2
Password: i********ﬂ Cantinue > i

-




5. Click on Grants Management

Lommon Logon - Miciosoft Internet E xplorer

File  Edit i Favortes  To

= Back : | ‘i Search i 0 Media

Addtes& r | hitps: A, ade. az. gov/CommonLogon/appCaller. asp

DIZONA DEPARTMENT

DUCATION COMMON LOGON

The gateway to secure data transactions and information

Tou have authorization to use:

T Arademic Achievement Reports

— T

# LA Frolie
T Mo Child Left Behind Plans and

ants Management >

6. Click on On-Line Applications

Cligk here 1o read about Newsworthy Trends in Grants Management

(last updated 5/ 25/2005)

Grant/Project Information

@ Project Summary View summary data for all current & past projects.
¥ Fund glers Access information on ADE Administered and Non-
ADE Administered funds currently available to LEAs.
W applicatinn Downloads Dowenlnad application and supplemental information
files.
Cn-line Applications Enter and Submit Grant Applications to the ADE.
Armendments Make an Amendment to an Existing State or Federal
Project.
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7. This screen shows the Applications in Progress. Scroll to the bottom of the
screen and click on Create New Applicati

LADE - Grants Management Enterprise - Microsolt |

APPLICATIONS IN PROGRESS
Instructions
® Tocreate new application click Create Mew button.

® Select the application by clicking the application name.

00-00-00-000 : Arizona Department of Education

2005 Arohool Safery Prooram Renewal snplication inglication being edited by jreza ?225%005
2006 i;ﬁi;(i;muw Comrmunity Leaming Centers Fanewal- ;EEAplication being edited by rainers ?;1,-’3?1?,;2?005
2006 State Intervention Personnel i\EAplicatian being edited by trainerz ?2;212,;1;005
2006 E;;;;r & Technical Education Postsecondary Basic ﬁgglicatian being edited by trainers 82:’10::4;23005
2006 Zchool Safety Prooram Ferewal Application ipD[:éIicatiDn being edited by rcollins ?g?f1158:f0?3005
2006 |DEAASD Second Year Continuation ’EEE“““M being edited by . inera ?gfgﬁgéoos
2005  Title | School improvement Corrective &ction ﬁgglication being edited by trainer2 ?EIC?SB,;OOS
2005 Title [ school improvement YEAR 1 & YEAR 2 ﬁEE“C&tmn being edited by trainer2 ?§f2028§29005
2005  Title | School Improvement Warning ig:licatian being edited by trainer2 ?gggga,;z;oos
2006 Preschool Ergitlement ﬁEEIication being edited by trainer2 ?g;’2123,"023005
2005 |DEA Baste-ErttErmErT ig’g'caﬂm being edited by 0 ?52115:;328005
20(6 Carser & Technical Education Basic Grant LEA - ited by trainer2 ?szzé),iﬁOOS

Go Back g < Create New Application ’ >

NOTE: If you or your district has already started working on the 2006 CTE Basic
Grant, scroll to 2006 Career and Technical Education Basic Grant and click
on the blue application name. Do NOT select CTE Postsecondary Basic
Grant.
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8. Select the 2006 Career and Technical Education Basic Grant application

and scroll to the bottom of the page and select Continue.

| ADE - Grants Management Enterprise - Microsoft Intemet Ex

File Edit “iew Favortes Tools  Help

NEW APPLICATION SELECTION
Instructions
® To create new application, select the application and then click "Continue'.

® To go back to the previous screen click 'Go Back'.

005 — Career and Technical Education Priority Grant

%2005 - Compensatory Instruction for English Learners

2005 - Cansalldated English Language Learner

§2006 - Career & Technical Education Postsecondary Basic Grant

§2006 - County Education Technology Consortium

;2006 - English Learner Classroom Personnel Bonus Fund

§2006 - Enhancing Education through Technology-Discretionany

%2006 - IDEA ASD Second Year Continuation

2006 - |DEA Basic Entitlemert

%2006 - Reading First Subgrant

§2006 - School Safety Program Renewal Application

%2006 - State Intervention Personnel

2006 - Title v Arts Edch‘uitia‘cive \

Go Back ; Continue ]

4




9. On Application Option Page, verify you are in the correct application (2006
CTE Basic Grant) and select Create New Application

ADE Home Page | Gramts Home Page | Glossary | Comtacts | FAQS
APPLICATION OPTION PAGE

Instructions
® FPleaze verify the Application information below is carrect. If the information is MOT correct, click 'Go Back' and select the correct Application.
& |f the application infarmation 15 correct, click the desired option to continue.

§f-\ri zona Department of Education
CI1Ds 1000000000

If this option is available, arn/application has not been started for
this grant. Click here gin a new application for this grant.

Go Back 1

10. For Program Assurances, click on | Agree to assure district will comply.

PROGRAM ASSURANCES
Instructions
® Please read the following Program Assurances and then click 'l Agree' to continue.
® To return click 'Go Back'

rizona Department of Education
Q00000000

006 — Career & Technical Education Basic Grant

PROGRAM ASSURANCES

The applicant agency identified abowve assures the Arizona Department of
Education that it will implement appropriate activities in keeping with
the intents and purposes of this grant/project and, 34 CFR 76 (EDCAR) or
07 CFR, where appropriate; that it will use the current wversion of the
Uniform Systemn of Financial Records for fiscal control and fund
accounting procedures, and that it will maintain appropriate
documentation for audit and monitoring purpose

Go Rack ]
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11. You are now ready to work on the application. Click on a word link to the left
under Vocational Education Basic Grant Information to fill out or edit a page.

Click on a word link to the lefi to fill out/correct thai page. When you are finished filling
outicorrecting a page, click the Save button at the hottom of each page.

1 you are finished filling out'correcting all required pages, click on the Sunumary link io see a
compXehensive review of all the data you entered. If you receive a grid with messages before the

. nsive review page appears, correct any indicated exrors, and then click on Sunuimary
e e '

comprehensive review page if you find you need to make a change, click on the
sponding link on the left to modify a page. When you are satisfied with all entries, click the
Subanit button (if available * ) to send the data electronically.

If you wish to return to the process later without submitting, click the Exit link to go back to the
selection page.

You are allowed no more than 60 minutes per page, therefore, save data frequently. If you time out,
re-enter the process from the selection page.

The Granis Management office can answer technical and general grant questions. Please also refer __|
1o the Granis Glossary and FAQ pages using the links ahove. For program/grant-specific questions,
please contact the appropriate Program Office. Contact information can be found using the Contacts
link ahove. |

12. The Arizona Career and Technical Education page addresses the
Program and Fiscal Assurances.

ARIZONA CAREER AND TECHNICAL EDUCATION
VISION

Ensure a dynamic work force by fully developing every student's career and
acadermic potential.

MISSION

Prepare Arizona students for work force success and continuous learning.

PROGRAM and FISCAL ASSURA@

District provides assurance ta the Arizona Department of Education that it has read,

bt
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13. Scroll down to the drop down box for both program and fiscal assurances.
Select District Agrees for both.

GRANTIS MANAGEMED ENTERPRISE Hhan .
Sl () g Fage 4 § £ Page i) a g . ﬁs e
e 6 Hacersore i recetion n inc camnple :‘j
N\X&\X\R\&&&&N&m - v eduic v athvanced ‘cr:ié acetrent |

\postsecondary educatio B n

imilizary service, or placement or retention in employment;
1 Participation in and completio peatinnal Technical
ucation programs that lea ritraditional training an
ployment, [81 132014

i

131 Individuals who are members of special populations wiHHE
srovided equal access to the fll range of Vocation:

echnical Education activities and programs available to B
individuals who are not member special populalons, and
| nict be discriminated against on the basis of theiDstatus
members of special populations; these programs an
tivities will be monitored by quelified state staff 1o ensure

i

14. When you are finished filling out or correcting a page, click the Save Page
button at the bottom of each page. The Reset Page button would be used if you
want to clear the entire page and start over. If you do not hit Save Page, all

the information you input will be lost.
e SR it gEEEEE

2 AdbRESRINET . ISR tah g Lite L E
innovations of demonstrated effectiveness, and where
necessary, strategies for appropriate staffing and staff
development” and will be included in the FY 2005 Basic Grant
Application.

The LEA will submit perodic progress repons as part of the

Basic Grant reporting requirements. ADE will conduct site
visits fo review the progre sing made toward reaching the
State Adjusted Lewels of Performances tdentified in the FY2005

Basic Grart application,

The LEA will make a good faith effort to effect remediation of
the identified deficiencies {improvement objectives) and

isubmit accurate data reports on a timely basis or risk
irerruption or possible lose of all CTE funding Srate and
Federaly. o —~

| save page | Riset Page |

15. If you try to save a page and have not completed a required field, you will

receive a warning message.
= inegotiated Objectives shall include “...based on the results |

of the assessment...dnstructional and other programmatic ’]District Agrees V]
irnovatl (R ;
G Microsolt Inten
developrr :
Spnlicath

I

s5, and where

Ey 2005 N arant

Question #1 iz required

The LEsy ports as part of t

Basic Gra 'Tl Ewill conduct s
\\\:isim tot B toward regetiing th
?WWWWWW@ the Fy 200

P




16. Once a page is saved, the icon on the left is filled in instead of left

Arizona Department of Education
Q00000000

2006 — Career & Technical Educatio

GOAL LIST

t the rest of the application and the duration of the
are the Vocational Education Basic Grant Goals to be
and met throughout the project period. Read these g
addressing them in this application. When done, cho

17. Repeat the same process for Goal List by selecting District Agrees.

18. The purpose of the Notification of Intent (NOI) page is for the LEA to inform
ADE of new programs with a NOI, programs the LEA wishes to sunset or new
programs that could not be offered. Check the appropriate block(s) in 1 and
complete 2 and 3 as needed either with specific information or by entering
“Non-applicable”.

latl
el atg
g:s! f; i

¥ We wish to Sunset (delete) the CTE programis) listed helow. If
this box is checked, list all programs being deleted in box #2 below.
v ) ) ) )
REMINDER . ;i&:a::\ilgr: form was submitted for all new programi(s) listed in this
feowgal funds me PR '

: tarn that e e ¢ W e are unahle to offer the new pragram(s). If this box is checked,
Lrapproy we o list all programs affected in box #3 helaw.

A0E or the district [” Mone of the above apply.

leace lior ¢

e beern or will be 5

deleted). If none, type ~1S—Anytown High School =
applicable.” Multi-campuiS——___
districts are to identify the =

school site where program
‘are being sunset.

3
N
A

youl selected thar your distrl § .

nable to offer the new Nl [Education Professions =
12 programs, please list the affected™

prograrms bere. 1f not, type "non- = o
annlicable
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19. For Local VTE Plan Part A, select the appropriate block(s) that describe the
delivery of Level | competencies.

LOCAL VTE PLAN PART A: COH SEQ LEVEL |

INSTRUCTIONS FOR REPORTING YOUR COHERENT SEQUENCE
OF INSTRUCTION

Provide a Coheren of Instruction in WVocation i
progra 4(b)(13] Check the appropriate block(s) that best descri
#Telates to the district's local plan for WTE.

Level |

Taught at Taught in Taught by

. Coamnotor - district's Ir.  Included in Feeder Union High
! check all thar appl High Level Il schools Schaal |
_ i - I~ - /

w—i RES 1

20. For Local VTE Plan Part B, check the box to indicate the coherent
sequence has been edited and updated and ADE CTE has been informed.

LOCAL VTE PLAN PART B: COH SEQ LEVELS 1l & 11l 2l

INSTRUCTIONS FOR REPORTING YOUR COHERENT SEQUENCE OF
INSTRUCTION

it is required that all applicants for Basic Grant funds provide a Coherent
Sequence of Instruction for Vocational Technical Education programs.
[§134mAMN

After completing the section below, save page before proceeding.

. Spplication will not be procezsed if cobferent seguence has updared
dated. |

L . / Coherent sequence of
. if coherent sequence has been edited ';aCDE CTE has beep | instruction has been

v
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21. Now you are ready to work on the goals. You must develop at least one
objective for each goal. Each goal has sample objectives with measurable
outcomes and evaluation methods that can be used as a template to create,
adapt or copy and paste into the appropriate boxes below on each page.

SAMPLE BG OBIECTIVES:
Objective 1: Career Technical Education instructors will receive training in conducting an objective
evaluation of students using one of the state approved processes.

Measurable Outcome 1: 100% of Career Technical Education (CTE) instructors will have participated in
the state approved evaluation process using local evaluation teams.

Evaluation Method 1: Student competency achievernent matrix, annual evaluation report, appropriate
local team evaluation representation, comparison of special population student success to non-special
population students, accurate and reliable data reports.

tive 2: By March 31st, local evaluation teams will be organized and trained to evaly programs.

Measurable Outcome 2.0
techniques and participate in annual evaluation.

Evaluation Method 2: Training schedules and attendance records, annual evaluation report of CTE
programs.

fraining in program evaluation

Answer questions 1-10 thoroughly for each goal (see sample on page 5-12)

New for 2006: Identify the Goal Number and Objective Number

Choose Regular BG Objective or PIR objective.

Is objective district wide or site specific?

List sites if applicable or “non-applicable” for district wide.

Select all programs affected by the objective.

If this is a PIR, check objective area to be addressed or check “non-

applicable”.

Copy and paste a sample objective or create your own. Include only 1

objective per page.

8. Copy and paste the sample measurable outcome for the objective.

9. Copy and paste the evaluation method for the objective.

10.Check the Perkins funds that will be used to address this objective. Check
all expenditure categories that apply or “None of the Above” if funds will
not be used to support this objective.

ogkhwb=

N

Save the page.
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D at least jective for

ldentibstoe mber and

tive Mumber, oal bwo

ective Ore, Goal
Create anly one objective per page.

: |Goal Two Objective One
wo Ohjective Twah

oose wherher this i a Fegula
Objective or BIR (Program In R!‘:‘?ﬁfﬂ/

Fegular BG Objective

abiective be

plemfntad

District wide

nly &

[0
° PIR (Pragram In Review)
{e
~

One or more sites only

OFE OF e Ees

N

£ 5ites W objective wild

{Mon-applicable

emented
plicable’,

wide, state 'n

52.0300 Accounting and Related Services

Select all programs affecte

01.07100 Agricultural Business Mgmt - Agriscience

010300 Aarisrienre

ifthis is qeck the of\iective area
(5] to be ressed. f this is dar
BG Ohbjective, choose “non-

applicable’.

Maon-applicable (not a PIR)

1.1 Academic Attainment-Reading
1.2 Academic Attainment-Writing
1.3 Vocational Proficiency

2.1 Graduation

3.1 Placements

=
1

state the objective

relative to th7§ cal.

: ning in conducting an objective evaluation o
students using one of fhe state approved processe

100% of Career Technical Education (CTE) instructors

{will have participated in the state approved evaluation
Jprocess using local evaluation teams.

for thi

[Student competency achievement matrix, annual
Jevaluation report, apfpropriate local team evaluation

|representation, comparison of special population
Netudent success to non-special population stude
Jac™wate and reliable data reports.

(Check below if Perkins Funds will be

e

ed to addres: this Objective
iindicating the USER Ex enditure/

I” Instruction

. e L W suppaort Services
_ Cateoory on the initial applicafon an ) .
as amended {check all that aghlyl = Suppor‘t Senvices - Admin
I1f nore will be used to meet this ™ Capital Outlay
iohjective, choose "None of \he I” Mone of the ahove
{above” \
Savi ge Delete Page ]/

le
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22 If you are creating another objective for the same goal, select the same
' goal number again.

rizona Department of Education

006 - Career & Technical Education Basic Gres

GOAL 2: PERFORMANCE STANDARDS

GOAL 2 PERFORMANCE STANDARDS - Carry out WVocation
Education programs to meet state performance standards. [81:
and implement evaluations of Yocational Technical Education
including assessment of how the needs of special populations
[£135(b)(5]] Independently evaluate and continuously improwve

D[5134(0)(5]]

When you save this page, it will be saved as a separate link on
can click on and revise later. Do not combine ohjectives o
use a new page T you plan to oreate more than one ob
program will reload a new (blank) template page for yvou to fill

not need this blank page, please click on another link for the r
begin working on another page.

This shows the Goal has been completed.

23. When you have created an objective for each goal, scroll down to the
financial data. Select Contact Information and fill in the blanks.

More than one email address can be placed in the email address box, separated
by a space or semicolon only.




24. For the financial budget, select Line Items first. Input the dollar amount for
each function code/object code. The dollar amount entered must equal the
district basic grant allocation to the exact amount. If you are unsure of the codes
to use, refer to expenditure guidelines or discuss with your basic grant specialist.
Note: Every budget line item expenditure must be supported by one or

more goals.

FPurchased Profesainnal Services

Purchased

] 3,000.00

25. Select Line Items Description. For each line item with a dollar amount,
include a detailed description of the expenditure. The page cannot be saved
unless a description appears in each box.

: lInclude description of supplies and program. Specify
2000 [site if applicable.

nclude name of position an
A.000.00 A written job description must be s

i.e.. or stipend.
ubmitted.

s r




26. Select Capital Outlay. The amount allocated in the budget will appear at

the top of the page. List capital outlay items separately. Include quantity, cost
per unit, detailed description, and the purpose for the item (what program, site,
etc). Select Save button and it will calculate the total in the column at the right.

5,159.10 [Visimate printing = [BMAS Cholla : 5§,159.10 |

5,000.00 E]Concrete mixer j i}CDnstruction

1
|

Add 5 Rows i

27. When you are finished with all required pages, click on the Summary &
Submit link to review all the data you entered. If you receive a validation

message as shown below, correct the errors and click on Summary link again.

Contact Information is required.§

Payment Schedule is required.
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28. When the errors are corrected, select Summary & Submit again. The
entire project is ready to review. If you need to make any changes, click on the
corresponding link on the left to modify a page. Save changes and select
Summary & Submit again.

Umatr

Contact Information

Local Directaor

(555) 555-5555 (555) 555-5555 |director@school.co

E Basic Grant/rederal

Line Items

Uetion 1oon

Salaries

Emplayee Benefits 5200 0.00

29. Scroll to the very bottom of the Summary & Submit page and select Submit
Application. This sends the application electronically to ADE. You will receive a
receipt that says it was successfully submitted. Please note: Users with
limited permissions will not receive the Submit button.

Brate the Measur,
. this objective,

instructors will have participated in the state i

approved evaluation process using local

able Cuitcomes for

evaluation teams.

Student competency achievement matrix,

ate the Bualy

ation Method for this  team evaluation representation, comparison

annual evaluation report, appropriate local

 inhective,

lindicating the

appilyl.
Uf rione will be

labowve”.

Check below If Pe
wsed to address this Objective

LISER Expenditurs
. category on th
10 and as amended [check all that

used to meet this
ohjective, choose "Mone of the

of special population student success to
non-special population students, accurate
and reliable data reports.

ins Funds wil

& initial application '
& initial application Support Services

Submit Application i ‘:{
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30.

If you wish to return to the process later without submitting, select the Exit

Application link to get out of the application.

rizona Department of Education

006 — Career & Technical Education Basic Grant

GOAL 11: CAREER GUIDANCE

GOAL 11: CAREER GUIDANCE - Provide career guidance and academic counseling
for Wocational Technical Education students. [8135(c)(2]]

Wwhen you save this page, it will be saved as a separate link on the left that yvou can
click on and revise later. o not combine ¢ fves on oneg Dage; use a new
page 1T you plan to create more than or tiws, The program will reload a
new (blank) template page for you to fill out. Ifyou do not need this blank page, please
click on another link for the next goal to begin working on another page.

¥You must develop at least one objective for each goal. The following are
example objectives that may be used as a template to create, adapt or copy
and paste into the appropriate boxes below. An objective may be identified
as either a Regular or PIR Objective.

Final Tips:

You are allowed no more than 60 minutes per page, therefore, save data
frequently. If you time out, re-enter the process from the selection page.
Save each page, before you select another page. If you forget to save a
page, you will receive the prompt below.

LA n_n_

Microzef: inte

’? \ ' View new page without saving?

ire than (o
ace Or Se

Contact your Basic Grant Specialist with any program or grant questions.
Contact the Grants Management office with technical grant questions.
The 2006 Career and Technical Education Basic Grant is due
Monday, October 3, 2005 (the 1% is on a Saturday).

See the next page for a new option for submitting your application.
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Arizona Department of Education
FY 2006 Carl Perkins Basic Grant Application

A NEW OPTION for Your Consideration in Developing and Submitting

Your 2006 Basic Grant Application

In an effort to speed the processing of your 2006 BASIC GRANT, you may
consider working on developing your 2006 Basic Grant Application prior to
receiving your allocation amount.

6.

Here is how it works!

. You would develop your objectives (using your most current performance

measures data) and budget pages (using last year's 2005 Basic Grant
allocation amount) as the basis for planning your proposed budget for
your 2006 Application.

You would then submit your completed application on-line as you
normally do so your BG liaison may begin the review process.

Your BG liaison would then review both the proposed budget and
objectives as we normally do and (if necessary) return it to you for
corrections, additional information, etc.

Once the Application is in substantially approvable form, it will then be
held by ADE until the District has been notified of your actual 2006
Basic Grant Allocation amount.

ADE would then send your Application back to you in order for you to
adjust the budget pages to reflect your actual 2006 Basic Grant
Allocation amount.

You would then re-submit your application to ADE for final approval.

We anticipate this process would greatly assist in your planning efforts and
reduce the turn around time so you can access your approved funding, in a more
timely manner.
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CTE Fiscal Application
Development and Reporting



LET ME INTRODUGE MYSELF

* Nancy Ryan-Schmidt
o dupervisor, LTE Financial Services
o Grants/MIS Team, CTE

* Arizona Department of Education

TODAY WE WILL FOGUS ON FISCAL PORTIONS OF.

o Applications
* Cash Management (Federal)
¢ Amendments

~ * Completion Reports

6-1



 Federal — Basic Grant
- Receive allocation letter

* State — Priority Programs
- Geet figures off FINAL funding report

* Both State and Federal Funds are
Supplemental
- Don't get caught supplanting your Perkins funds!

WAIVERS

* Feds say at least $15,000.00 allocation

* District may request a Waiver against
this regulation

* Letter to Ted Davis on district
stationery stating:

— Must be rural isolated with no neighboring
district within 35 miles; or

— There is a neighboring district and you
have approached them to see if they are
willing to “consort” with you and they have
refused
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All Basic and Priority
Programs Applications
Done Electronically

* Must Have GOA or Capture Status
* BPasic Has Narrative Portion
o State Requires Just Fiscal Information

Corsveral Snatenaen o
o Mz smmend s Aend Beguie
et faker than Bay §3eb, 200, Cligk hars towview ¢

sheagh the
fr

Corant )/ Projget information

e Bl St

5 AR B et Mo




Gontact Information — /s Japurtant/

e Correct Email Address

* More than One, Separate by
Just Semicolon

* Change I, If Necessary
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Budget Basics—Quickie
Coding

o FUNCTION AND OBJECT CODES FROM USFR

— 1000 Instruction - basically “face-to-
face” with students

— 2000 Support Services — enhance
instruction, ie: curriculum
development and staff training.

=

BASICS - QUICKIE
CoDING EXAMPLES

BuDceET E

\3\\3\ e

 Travel for District Employees (excluding
administrators) — Support Services 6500
(Other Purchased Services)

» Registrations for Above: Support Services
6300 (Purchased Professional Services)

* Travel for Administrators goes under
Support Services-Admin.
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Budget Basics — Quickie Coding Examples (Cont'd)

* Instructional Software and Special LTE
Textbooks are coded to Supplies (LL00)

e Software licenses are coded under
Capital.

Food

* Entertainment

* Many VSO Expenditures (check with
your specialist)

¢ Individual Memberships to
Organizations
* Not allowed per OM® Circular AST or the Perkins Act itself




BUDGET BASICS -
ADNMIN. COSTS

Only 5% of Total Grant Allowed
Includes Indirect

Indirect is Allowed on Federal
Projects Only

Indirect is Calculated on Total Minus
Capital

I * Anything in Function Codes 2300,
2400, & 2500 is Considered Admin.




LINE ITEM DESCRIPTIONS

* Not Mandatory for State, But Nice to Have
¢ Give Us the Details - There is Enough Room
¢ Program Specialists Like Supplies Listed

L

ossime |

T

TARE - Brsits M.
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CAPITAL OOUTLAY

Must List Each Item Separately
Must Indicate a Specific Program
Under “Purpose” — CIP is OK

Must Add Up to Amount Listed for
Capital on Budget Page

Again, Not Mandatory for State, But
Nice, Especially at Completion
Report Time

e

6-9



- “Up-Front” Payment to District to
. Recoup $ Disbursed for Grant

* Requested by District on Application
for First Payment — Rest of $ Goes
into RSP

e Should Put O (zero) If You Don’t Want
Any Funds

* Don’t Get Yourself Into Cash
- Management Trouble!

..
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PAYMENT SCHEDULE -
STATE

e Fixed Monthly Payment Determined by
District or ADE

* No State Payment Scheduled for June

JUST A REMINDER

* Be sure to press the correct submit button
—It’s on the bottom of the last page
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e

CASH MANAGEMENT
REPORTS - FEDERAIL

* No Reportee, No Money

e Submitted Electronically by 18" of
Month

* No Excess Cash-On-Hand Allowed
by Feds

* If You Are Out of Compliance, You
Will Not Receive Funds

* Money is Sent 15 Week of Following
Month, So Plan Accordingly.
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7

You May Submit as Many as You Want
up until the 181

May Report is Last One of the Year, If
Project Ends June 301

August Report is Last One of the Year,
If Project ends September 30t

Again, Plan Accordingly

IS I TIME FOR AN
ANMENDNENT?

* Must Be Done Electronically

* Must Be Done if 20%,/S1000.00
Rule Per Line Item is Exceeded

* Must Be Done if You Want to
Expend on a Line Item That has
No Budget

* Should Be Done if There are Any
Changes in Capital

* Must Be Done 90 Days Before the
End of the Project
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- If you are amending in £/0 or additiona
allocation, give dollar amount; indicate
Fiscal Year if carryover; and breakout
what money is.

- If there are changes in Capital Outlay,
please note them,
- If it is programmatic, explain that

thoroughly and change the applicable
narrative portion for federal.

PLEASE REMENME
(CONT"D)

. » Be specific in your Line Item
Descriptions for Federal

- Due to the amendment, chances are they have

changed from the original

* If there are changes to Capital, be
sure to indicate that in the Capital
Outlay Section.
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EXCEPTIONS TO THE RULE

< ¢ Hard Copy Amendments
- Done When Amendment Deadline Has Passed

- Must Have Special Dispensation

- Every Applicable Page Must Be Completely
Filled Out

- Must Be Mailed Or Hand-Carried to ADE

COMIPLETION
REPORTS

* Due to the ADE 90 Days After End of
Project

* Learn to Love your Business
Manager and Communicate

e Cash-on-Hand =
Disbursements+Il.ocal Funds

— Actual Expenditures
- Very possible it will be a Negative Amount
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GOMPLETION REPORTS (GONT'D)

* If You Have Funds Listed In The
“Other Box” Tell Us What They Are

- Be as Specific as Possible
- Indicate Fiscal Years

MIORE ON COMPLETION
REPORTS

* Don’t over-expend more than the
20%,/$1000.00 allowable limit

- Audit Exception-You'll have to refund out of M&0

* Don’t charge expenditures to a line item
with no budget

- Audit Exception - Ditto Above

* Don'’t forget to detail your capital outlay
for ALL projects — even STATE!
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EVEN MORE ON
COMPLETION REPORTS

. e

L« If we owe you, you'll be paid when

. report is approved

|« If you owe us, send us the money with a
detailed explanation after you have

received notification of report approval.
- School District

- Project Number

L - Interest or Principal
e If report is late, Current Funds are put on
Hold

Federal money has a life span of 27 months
After 27 months, the funds are expired and not available to us or
to you

Completion Reports must be approved before the 27 months are
up
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”lmpnrtant (continued)

must be approved by Sept 30,2000

July 2004 July 2005 July 2006 Sept 2006

| 12 months ‘ ‘ 24 months ‘ ‘ 27 months |

< \\M/j .

o

now appears on the rejection email you receive:

“In order for the Department of Education to
reimburse your district for the funds that it
expended for this project, this completion
report must be received and approved by
the ADE by September 15, 200X. After that
date the FY 200X funds will have expired
and funds will not be available to release to
your district for this project.”
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Welcome to the Grants Management Home Pagel

Our mission is to implement procedures that ensure the proper allocation, distribution, and expenditure of
all federal and state funds administered by the department. The following links to our web pages contain

information pertaining to educational grants funded from state or federal programs.

Clok here 1o read about Newsweorthy Trends in Grants

Managems
(last updated 1 ZlOEJZEOQ)

Grant/Project Information

View summary data for all current & past projects.
Access information on ADE Administered and Non-
ADE Administered funds currently available to LEAs.
Download application and supplemental information
files.

Enter and Submit Grant Applications to the ADE.
Make an Amendment to an Existing State or Federal
Project.

Submit monthly Cash Management reparts for Federal
projects and obrain previous report receipts for your
audit trail.

Enter and Submit project Completion Reports on-line.
Download Completion Report supplemental narrative
documents.

e
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ADE WEBSITE - www.ade.az.gov
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Optimal viewing and functionality of some pages within the Grants
Management secton may anly he achweved by using fplernet
Explorer b.x ef better,

g i

1

...

]

:fﬁs;ard‘m‘ igFaQ;artas §§M;ﬁa

Back + o
ress [

{fwwy. ade. 52 goviGME deFault.asp
T ] search Quweb (GiDictionary - (DSmieys [Riscresnsaverscom - €9Games B adzapper
s

T e HeR i e 8 - -
Departrment of Education uses to assess

whether an entity requires an annual OMB

Circular A-133 audit.

@ A emorandumm #02 Notification of FY2006 Indirect Cost Rates
posted on GME.
@ General rules to be followed by all

subrecipients.

Claims Claims paid to date to the County School
Superintendents.

W ceneral Statemens of Assurance All potential subrecipients are required to

submit this form annually prior to applying

for and receiving a grant from the Arizona

Department of Education.

A Training Handbook for LEAs that pravides

Grants Management requirements and step-

by-step instructions for successfully

negatiating the online processes.

To view FY2005 indirect cost rates for all

entities.

Ta view FY2006 indirect cost rates for all

entities.

Use this form to return grant/project funds

and/or interest to the ADE Accounting unit

only if you are not using a similar farm.

& County School Superintend

Optimal viewing and functionality of some pages within the Grants
Management section may only be achieved by using [nternet
Explorer 5.x or better.

For more information please contact the Grants Management Office at (602) 542-3452 or E-
mail g
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OTHER RESOURCES

* USFR
- Chart of Accounts is included in your packet

* Auditor General’'s Memo #185 Re:
Capital Outlay
- Also included in this packet

* ADE Specialists and Grant Personnel
- We Are Here To Help You - HONEST!

MAY I ANSWER ANY
QUESTIONS?

™

T
So—
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CHART OF ACCOUNTS EXPENDITURES AND OTHER FINANCING USES
FUNCTION CODES

1000 INSTRUCTION—Instruction includes the activities dealing directly with the interaction
between teachers and students. Teaching may be provided for students in a school classroom,
in another location such as a home or hospital, and in other learning situations such as those
involving cocurricular activities and school-sponsored athletics. It may also be provided
through some other approved medium such as television, radio, telephone, and
correspondence. Included here are the activities of aides or classroom assistants of any type
(clerks, graders, teaching machines, etc.) that assist in the instructional process. If proration
of expenditures is not possible for department chairpersons who also teach, include
department chairpersons who also teach in instruction. Full-time department chairpersons’
expenditures should be included only in function 2490. As an alternative to using a separate
optional element for course codes, districts may establish course codes under this function.

2000 SUPPORT SERVICES—Support services provide administrative, technical (such as
guidance and health), and logistical support to facilitate and enhance instruction. These
services exist as adjuncts for fulfilling the objectives of instruction, community services, and
enterprise programs, rather than as entities within themselves.

2100 Support Services—Students—Activities designed to assess and improve the
well being of students and to supplement the teaching process.

2110 Attendance and Social Weork Services—Activities designed to
improve student attendance at school and that attempt to prevent or
solve student problems involving the home, school, and community.
This function includes attendance services, social work services, and
student accounting services. Registration activities for adult
education programs are also included here.

2120 Guidance Services—Activities involving counseling with students
and parents; consulting with other staff members on learning
problems; evaluating the abilities of students; assisting students as
they make their own educational and career plans and choices;
assisting students in personal and social development; providing
referral assistance; and working with other staff members in planning
and conducting guidance programs for students. This function
includes counseling, appraisal, information, record maintenance, and
placement services.

2130 Health Services—Health services that are not direct instruction.
Included are activities that provide students with appropriate
medical, dental, and nursing services.

2140 Psychological Services—Activities concerned with administering
psychological tests and interpreting the results; gathering and
interpreting information about student behavior; working with other
staff members in planning school programs to meet the special needs
of students as indicated by psychological tests and behavioral
evaluation; and planning and managing a program of psychological
services, including psychological counseling for students, staff, and
parents.

2150 Speech Pathology and Audiology Services—Activities that
identify, assess, and treat children with speech, hearing, and
language impairments.

2190 Other Support Services—Students—Other support services to
students not classified elsewhere in the function 2100 series.

12/01 III-E-2.1



CHART OF ACCOUNTS EXPENDITURES AND OTHER FINANCING USES
FUNCTION CODES

2200 Support Services—Instructional Staff—Activities associated with assisting the
instructional staff with the content and process of providing learning experiences
for students.

2210 Improvement of Instruction Services—Activities primarily for
assisting instructional staff in planning, developing, and evaluating
the process of providing learning experiences for students. These
activities include curriculum development, developing instruction
techniques, child development and understanding, staff training, etc.

2220 Educational Media Services—Activities concerned with the use of
all teaching and learning resources, including hardware, and content
materials. Educational media are defined as any devices, content
materials, methods, or experiences used for teaching and learning
purposes. These include printed and nonprinted sensory materials.
This function includes school library services, audiovisual services,
educational television services, and computer-assisted instruction
services. Textbooks should not be charged here but to function

1000.
2290 Other Support Services—Instructional Staff—Other support to
the instructional staff not classified elsewhere in the function 2200
series.
2300 Support Services—General Administration—Activities concerned with

establishing and administering policy for operation of the district. (Do not

include the Chief Business Official here, but in Support Services—Business,
function 2500).

2310 Governing Board Services—Activities of the elected body that has
been created according to state law and vested with responsibilities
for educational activities in a given administrative unit. This
function includes board secretary/clerk services, board treasurer
services, election services, staff relations and negotiations services,
legal services, and external audit services.

2320 Executive Administration Services—Activities associated with the
overall general administration of or executive responsibility for the
entire district. This function includes the office of the superintendent
services, community relations services, and state and federal
relations services.

2330 Lobbying—Activities related to the attempt to influence the passage
or defeat of any legislation by communicating with any member or
employee of the Legislature.

2400 Support Services—School Administration—Activities concerned with overall
administrative responsibility for a school.

2410 Office of the Principal Services—Activities concerned with
directing and managing the operation of a particular school. Include
the activities performed by the principal, assistant principals, and
other assistants while supervising all school operations, evaluating
staff members, assigning duties to staff members, maintaining the
school records, and coordinating school instructional activities with
those of the district. Also, include the work of clerical staff in
support of teaching and administrative duties.
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2490 Other Support Services—School Administration—Other school
administration services. This function includes graduation expenses
and full-time department chairpersons.

2500 Support Services—Business—Activities concerned with paying, transporting,
exchanging, and maintaining goods and services for the district. Include here the
fiscal and internal services necessary for operating the district, including the
Chief Business Official.

2510 Fiscal Services—Activities concerned with the fiscal operations of
the district. ~ This function includes budgeting, receiving and
disbursing monies, financial and property accounting, payroll,
inventory control, internal auditing, and managing funds, as well as
supervision of fiscal services.

2520 Purchasing Services—Activities concerned with purchasing
supplies, furniture, equipment, and materials used in schools or
school system operations.

2530 Warehousing and Distributing Services—The activities of
receiving, storing, and distributing supplies, furniture, equipment,
materials, and mail.

2540 Printing, Publishing, and Duplicating Services—The activities of
printing and publishing administrative publications such as annual
reports, school directories, and manuals. Activities here also include
centralized services for duplicating school materials and instruments
such as school bulletins, newsletters, and notices.

2590 Other Support Services—Business—Other support services to
business not classified elsewhere in the function 2500 series.

2600 Operation and Maintenance of Plant Services—Activities concerned with
keeping the physical plant open, comfortable, and safe for use, and keeping the
grounds, buildings, and equipment in effective working condition and state of
repair. These include the activities of maintaining safety in buildings, on the
grounds, and in the vicinity of schools.

2610 Supervision of Operation and Maintenance of Plant Services—
The activities involved in directing, managing, and supervising the
operation and maintenance of school plant facilities.

2620 Operating Buildings Services—Activities concemed with keeping
the physical plant clean and ready for daily use. They include
operating the heating, lighting, and ventilating systems, repairing
facilities, and repairing and replacing built-in equipment. Also
included are the costs of building rental and property insurance.

2630 Care and Upkeep of Grounds Services—Activities involved in
maintaining the land and improvements (but not the buildings).
These include snow removal, landscaping, and grounds maintenance.

2640 Care and Upkeep of Equipment Services—Activities involved in
maintaining equipment owned or used by the district. They include
such activities as servicing and repairing furniture, machines, and
movable equipment.
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2650 Vehicle Operation and Maintenance Services (Other Than
Student Transportation Vehicles)—Activities involved in
maintaining general purpose vehicles such as trucks, tractors,
graders, and staff vehicles. These include such activities as repairing
vehicles, replacing vehicle parts, and cleaning, painting, greasing,
fueling, and inspecting vehicles for safety (i.e., preventive
maintenance).

2660 Security Services—Activities concerned with maintaining order and
safety in school buildings, on the grounds, and in the vicinity of
schools at all times. Included are police activities for school
functions, traffic control on grounds and in the vicinity of schools,
building alarm systems, and hall monitoring services.

2690 Other Operation and Maintenance of Plant Services—Operations
and maintenance of plant services that cannot be classified elsewhere
in the function 2600 series.

2700 Student Transportation Services—Activities concerned with conveying
students to and from school, as provided by state and federal law. This includes
trips between home and school, and trips to school activities.

2710 Supervision of Student Transportation Services—Activities
pertaining to directing and managing student transportation services.

2720 Vehicle Operation Services—Activities involved in operating
vehicles for student transportation, from the time the vehicles leave
the point of storage until they return to the point of storage. These
include driving buses or other student transportation vehicles.

2730 Monitoring Services—Activities concerned with supervising
students in the process of being transported between home and
school, and between school and school activities. Such supervision
can occur while students are in transit, while they are being loaded
and unloaded, and in directing traffic at the loading stations.

2740 Vehicle Servicing and Maintenance Services—Activities involved
in maintaining student transportation vehicles. It includes repairing
and replacing vehicle parts, and cleaning, painting, fueling, and
inspecting vehicles for safety.

2790 Other Student Transportation Services—Student transportation
services that cannot be classified elsewhere in the function 2700
series.
2800 Support Services—Central—Activities, other than general administration, that

support each of the other instructional and supporting services programs. These
activities include planning, research, development, evaluation, information, staff,
and data processing services.

2810 Planning, Research, Development, and Evaluation Services—
Activities associated with conducting and managing programs of

planning, research, development, and evaluation for a school system
on a systemwide basis.

Planning Services—Activities concemmed with selecting or
identifying the overall, long-range goals and priorities of the
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organization or program. They also involve formulating various
courses of action needed to achieve these goals. This is done by
identifying needs and relative costs and benefits of each course of
action.

Research Services—Activities concerned with the systematic study
and investigation of the various aspects of education, undertaken to
establish facts and principles.

Development Services—Activities in the deliberate evolving process
of improving educational programs.

Evaluation Services—Activities concerned with ascertaining or
judging the value or amount of an action or an outcome. This is
done through careful appraisal of previously specified data in light of
the particular situation and the goals previously established.

2820 Information Services—Activities concerned with writing, editing,
and otherwise preparing educational and administrative information
for dissemination to students, staff, managers, and the general public
through direct mailing, the various news media, or personal contact.

2830 Staff Services—Activities concerned with maintaining an efficient
staff for the school system (e.g., personnel office activities). It
includes such activities as recruiting and placement, staff transfers,
inservice training, and health services.

2840 Data Processing Services—Activities concerned with preparing
data for storage, storing data, and retrieving it for reproduction as
information for management and reporting. This function includes
system analysis, programming, and operations services. (A district
wanting to maximize its indirect cost rate should code data
processing service costs to this code.)

2900 Other Support Services—All other support services not classified elsewhere in
the function 2000 series.
3000 OPERATION OF NONINSTRUCTIONAL SERVICES—Activities concerned with

providing noninstructional services to students, staff, or the community.

3100 Food Service Operations—Activities concerned with providing food to students
and staff. This function includes preparing and serving regular and incidental
meals, lunches, or snacks in connection with school activities and food delivery.

3200 Enterprise Operations—Activities that are financed and operated in a manner
similar to private business enterprises, where the stated intent is that the costs are
financed or recovered primarily through user charges. Food Service should not
be charged here but rather to function 3100.

3300 Community Services Operations—Activities concerned with providing
community services to students, staff, or other community participants.
Examples of this function would be the operation of a community swimming
pool, a recreation program for the elderly, a childcare center for working parents,
etc.

Used only with Program 900.

3400 Bookstore Operations—Activities concerned with bookstore operations.

12/01 II1-E-2.5



CHART OF ACCOUNTS EXPENDITURES AND OTHER FINANCING USES
FUNCTION CODES

4000 FACILITIES ACQUISITION AND CONSTRUCTION SERVICES—Activities
concerned with acquiring land and buildings, remodeling buildings, constructing buildings
and additions to buildings, initially installing or extending service systems and other built-in
equipment, and improving sites.

4100 Site Acquisition Services—Activities concerned with initially acquiring and
improving new sites.

4200 Site Improvement Services—Activities concerned with improving sites.

4300 Architecture and Engineering Services—The activities of architects and

engineers related to acquiring and improving sites and improving buildings.
Charges are made to this function only for those preliminary activities that may
or may not result in additions to the district’s property. Otherwise, charge these
services to functions 4100, 4200, 4500, or 4600, as appropriate.

4400 Educational Specifications Development Services—Activities concerned with
preparing and interpreting descriptions of specific space requirements for the
various learning experiences of students to be accommodated in a building.
These specifications are interpreted by the architects and engineers in the early
stages of blueprint development.

4500 Building Acquisition and Construction Services—Activities concerned with
buying or constructing buildings.

4600 Building Improvement Services—Activities concerned with building additions
and with initially installing or extending service systems and other built-in
equipment.

4900 Other Facilities Acquisition and Construction Services—Facilities acquisition
and construction activities that cannot be classified above.

5000 DEBT SERVICE—Servicing the debt of the district, including payments of both principal
and interest.
6000 OTHER FINANCING USES—A number of outlays of governmental funds are not properly

classified as expenditures, but still require budgetary or accounting control. These include
certain transfers of monies from one fund to another, indirect costs, and payments to bond
escrow agents.
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6100 PERSONAL SERVICES—SALARIES—Amounts paid to both permanent and temporary
district employees, including personnel substituting for those in permanent positions. This
includes gross salary for personal services rendered while on the payroll of the district.

Used with functions 1000 - 4000.

6110 Certified Salaries—Amounts eamned by employees certified by the Arizona
Department of Education.
6111 Administrators
6112 Teachers
6113 Substitute Teachers
6114 Other
6150 Classified Salaries—Amounts earned by employees not certified by the Arizona

Department of Education. Examples are business manager, clerks, secretaries,
custodians, social workers, nurses, bus drivers, food service workers, and
crossing guards.

6200 PERSONAL SERVICES—EMPLOYEE BENEFITS—Amounts paid by the district on
behalf of employees; these amounts are not included in the gross salary, but are in addition to
that amount. Such payments are fringe benefit payments and, while not paid directly to
employees, nevertheless are part of the cost of personal services.

Used with functions 1000 - 4000.

6210 Employee Insurance—Amounts for the employer’s share of any insurance
plans, such as life, health, dental, and accident insurance.

6220 Social Security Contributions—Employer’s share of amounts paid by the
district for social security. (Although object codes 6221 and 6222 are optional,
districts must maintain adequate records to separately identify OASDI and
Medicare.)

6221 Social Security—OASDI
6222 Medicare—Hospital Insurance

6230 State Retirement System Contributions—Employer’s share of amounts paid
by the district for retirement and long-term disability contributions to the Arizona
State Retirement System. (Although object codes 6231 and 6232 are optional,
districts must maintain adequate records to separately identify State Retirement
and Long-Term Disability.)

6231 State Retirement
6232 Long-Term Disability
6250 Unemployment Insurance—Amounts paid by the district to provide

unemployment insurance for its employees. These charges may be distributed to
functions in accordance with the salary budget or may be charged to function
2310.

6260 Workers’ Compensation—Amounts paid by the district to provide workers’
compensation insurance for its employees. These charges may be distributed to
functions in accordance with the salary budget or may be charged to function
2310.
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6270 Health Benefits—Amounts paid by the district to provide health benefits, other
than insurance, for its current or former employees.
6290 Other Employee Benefits—FEmployee benefits other than those classified

above. Districts may establish subcodes for various accrued amounts, such as
“vested sick leave paid upon termination.” Such amounts may be distributed to
the functions according to the employee’s assignment or charged to function
2310.

6300 PURCHASED PROFESSIONAL AND TECHNICAL SERVICES—Services which by
their nature can be performed only by persons or firms with specialized skills and knowledge.
While a product may or may not result from the transaction, the primary reason for the
purchase is the service provided. Included are the services of architects, engineers, auditors,
dentists, medical doctors, lawyers, consultants, teachers, accountants, etc. It is recommended
that a separate account be established for each type of service provided to the district.

6310 Official/Administrative Services—Services in support of the various policy-
making and managerial activities of the district. Include management consulting
activities oriented to general governance or business and financial management
of the district, school management support activities, and election services.

Usually used with functions 2300 and 2400.

6320 Professional—Educational Services—Services supporting the instructional
program and its administration. Include curriculum improvement services,
counseling and guidance services, library and media support, and contracted
instructional services.

Usually used with functions 1000, 2100, and 2200.

6330 Other Professional Services—Professional services other than educational
services that support the operation of the district. Include medical doctors,
lawyers, architects, auditors (for federal programs only), accountants, therapists,
audiologists, dietitians, editors, negotiations specialists, systems analysts, and
planners.

Usually used with function 2000.

6340 Technical Services—Services to the district that are not regarded as
professional, but require basic scientific knowledge, manual skills, or both.
Include data processing services, purchasing and warehousing services, and

graphic arts.
Usually used with functions 1000 and 2000.
6350 Audit Services—Audit services associated with financial and compliance audits

of the district. Do not include amounts related to audits of federal programs.
Federal program audit costs should be classified under object code 6330.

Usually used with function 2310.
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6400 PURCHASED PROPERTY SERVICES—Services purchased to operate, repair, maintain,
and rent property owned or used by the district. These services are performed by persons
other than district employees. While a product may or may not result from the transaction,
the primary reason for the purchase is the service provided.

6410 Utility Services—Expenditures for utility services other than energy services
supplied by public or private organizations. Water and sewage are included here.
Telephone and facsimile services are not included here but are classified under
object code 6530.

Used only with function 2600.

6411 Water/Sewage—Expenditures for water/sewage utility services
from a private or public utility company.
6420 Cleaning Services—Services purchased to clean buildings and grounds,

including disposal, snow removal, custodial, and lawn care services (apart from
services provided by district employees).

Used only with function 2600.

6421 Disposal Services—Expenditures for garbage pickup and handling
not provided by district personnel.

6422 Snow Plowing Services—Expenditures for snow removal not
provided by district personnel.

6423 Custodial Services—Expenditures for custodial services not
provided by district personnel.

6424 Lawn Care—Expenditures for lawn and grounds upkeep, minor
landscaping, and nursery services not provided by district personnel.

6430 Repair and Maintenance Services—Expenditures for repairs and maintenance

services not provided directly by district personnel. This includes contracts and
agreements covering the upkeep of buildings and equipment. Costs for
renovating and remodeling are not included here but are classified under object

code 6450.

6440 Rentals—Costs for renting or leasing land, buildings, and equipment. For

capital leases, use object codes 6840 and 6850.

6441 Renting Land and Buildings—Expenditures for leasing or renting
land and buildings for both temporary and long-term use by the
district.

Used with function 2620.
6442 Rental of Equipment—Expenditures for leasing or renting

machinery, vehicles, furniture, fixtures, and other equipment for both
temporary and long-term use by the district. This includes bus and
other vehicle rental when operated by district personnel.
6450 Construction Services—Includes amounts for constructing, renovating, and
remodeling paid to contractors.
Used only with function 4000.
6490 Other Purchased Property Services—Purchased property services that are not
classified above. Costs for telephone and facsimile services are not included here
but are included in object code 6530.

Usually used with function 2600.
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6500 OTHER PURCHASED SERVICES—Amounts paid for services rendered by organizations
or personnel not on the district payroll, but not included in Purchased Professional and
Technical Services (6300) or Purchased Property Services (6400). While a product may or
may not result from the transaction, the primary reason for the purchase is the service
provided.

6510 Student Transportation Services—Expenditures for transporting students to
and from school and other activities. These include payments to other districts or
agencies, or to individuals who transport themselves or their own children, or for
reimbursement of transportation expenses on public carriers.

Used only with function 2700.

- 6520 Insurance (Other than Employee Benefits)—Expenditures for all types of
insurance coverage, including property, liability, and fidelity. Insurance for
group health is not charged here but is recorded under object code 6200.

Used with function 2620.

6530 Communications—Services provided by persons or businesses to assist in
transmitting and receiving messages or information. This category includes
telephone, cable, satellite, and facsimile services as well as postage.

6531 Telephone—Expenditures for telephone services from a private or
public utility company. Monthly service charges for Internet access
should also be recorded here.

Usually used with function 2620. Used with function 1000 if for
instructional purpose.

6532 Other Communications Services—Costs of services provided by
persons or businesses that assist in transmitting and receiving
messages, such as postage, and private delivery service.

Used with functions 2500 and 2820.

6540 Advertising—Expenditures for announcements in professional publications,
newspapers, or broadcasts over radio and television. These expenditures include
advertising for such purposes as personnel recruitment, legal ads, new and used
equipment, and sale of property. Costs for professional advertising or public
relations services are not recorded here but are charged to object code 6330.

Usually used with functions 2300, 2500, or 2800.

6550 Printing and Binding—Expenditures for job printing and binding, usually
according to specifications of the district. This includes designing and printing
forms and posters as well as printing and binding district publications.
Preprinted standard forms are not charged here but are recorded under object
code 6610.

Usually used with function 2540.

12/01 III-E-3.4



CHART OF ACCOUNTS EXPENDITURES AND OTHER FINANCING USES
OBJECT CODES

6560 Tuition—Expenditures to reimburse other educational institutions that educate
students residing in the district. Tuition is payable when: (1) a student is
permitted to attend school in another district located either within or outside the
State, by a certificate of educational convenience issued by the County School
Superintendent; (2) a student attends high school in another district because there
is no high school or appropriate high school program in the area served by the
common district of residence; or (3) a district contracts with a public or private
agency for the education of children with disabilities. (A.R.S. §§15-764, 15-824
and 15-825) The following subaccounts must be used.

Used only with function 1000.

6561 Tuition to Other Arizona Districts—Tuition paid to other districts
within the State.

6562 Tuition to Out-of-State Districts—Tuition paid to districts outside
the State.

6563 Tuition to Private Sources—Tuition paid to private schools.

6564 Tuition to Intermediate Education Agencies,

Cooperatives/IGAs—Tuition paid to a county or fiscal agent of an
entity formed by two or more districts for the purpose of educating
students, such as county service programs (including payments to the
Small District Service Program Fund pursuant to A.R.S. §15-365).
Other types of payments made to fiscal agents under an
intergovernmental agreement should be recorded in applicable
accounts (e.g., shared services of an accountant would be charged to
object code 6330).

6565 Tuition Out Debt Service—The amount a district may budget for
the bond issues portion of tuition charged for students attending
school in another district. The amount a common school district, not
within a high school district (Type 03), may budget is limited.
[A.R.S. §15-910(K)]

6569 Tuition—Other—Tuition paid to the State and other governmental
organizations as reimbursement for providing specialized
instructional services to students residing within the boundaries of
the paying district.

6570 Food Service Management—Expenditures for the operation of a local food
service facility by other than employees of the district. Included are contracted
services, such as food preparation, associated with the food service operation.
Direct expenditures by the district for food, supplies, labor, and equipment would
be charged to the appropriate object codes.

Used only with function 3100.

6580 Travel—Costs of transportation, meals, lodging, and other expenses associated
with traveling on business for the district (including federally funded advisory
committee and nonemployees traveling for a school purpose). This includes
public transportation fares or private vehicle reimbursement at the designated rate
per mile, subsistence, and other permissible travel expenses. Per diem is
governed by A.R.S. §15-342. Payments of set amounts on a monthly or other
periodic basis, regardless of actual travel time, are not considered travel expenses
but should be treated as employee compensation, object code 6100.

Used with functions 1000 - 4000.
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6590 Miscellaneous Purchased Services—Purchased services other than those
described above. Any interdistrict payments other than tuition and transportation
should be classified here.

6591 Services Purchased from Non-Districts—Any expenditures for
services purchased from entities other than districts that are not
otherwise classified in the 6300, 6400, or 6500 series of object
codes.

Used with functions 1000 - 4000.

6592 Services Purchased from Other Arizona Districts—Payments to
another district within the State for services rendered, other than
tuition and transportation fees. Examples of such services are data
processing, purchasing, nursing, and guidance. Where a question
arises as to whether to code such payments to the 6300 series of
object codes or to this code, 6592 should be used so that all
interdistrict payments can be eliminated when consolidating reports
from multiple districts at state and federal levels.

Usually used with function 2000.

6593 Services Purchased from Out-of-State Districts—Payments to
another district outside the State for services rendered, other than
tuition and transportation fees. Examples of such services are data
processing, purchasing, nursing, and guidance. Where a question
arises as to whether to code such payments to the 6300 series of
object codes or to this code, 6593 should be used so that all
interdistrict payments can be eliminated when consolidating reports
at the federal level.

Usually used with function 2000.
SUPPLIES—Amounts paid for items that are consumed, worn out, or deteriorated through

use; or items that lose their identity through fabrication or incorporation into different or
more complex units or substances.

6610 General Supplies—Expenditures for all supplies (other than those listed below)
for the operation of the district, including freight and tax.

Used with functions 1000 - 4000.

6611 District Supplies
6612 Supplies for Sale or Rental
6620 Energy—Expenditures for energy, including gas, oil, coal, gasoline, and services
received from public or private utility companies.
6621 Natural Gas—Expenditures for gas utility services from a private or

public utility company.
Usually used with functions 2620 and 3100.
6622 - Electricity—Expenditures for electric utility services from a private
or public utility company.
Usually used with functions 2620 and 3100.

6623 Bottled Gas—Expenditures for bottled gas, such as propane
received in tanks.

Usually used with functions 2620 and 3100.
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6624 Oil—Expenditures for bulk oil normally used for heating.
Usually used with function 2620.
6625 Coal—Expenditures for raw coal normally used for heating.
Usually used with function 2620.
6626 Gasoline—Expenditures for gasoline purchased in bulk or

periodically from a gasoline service station.
Usually used with functions 2630 and 2720.

6629 Other—Expenditures for energy that cannot be classified in one of
the preceding categories.

Food—Expenditures for food used in the district food service program. Food
used in instructional programs is charged under object 6610.

Used only with function 3100.

6631 USDA Commodities—The fair market value of commodities
donated by the U.S. Department of Agriculture. Expenditures for
freight charges should also be included.

6632 Other Food—Expenditures for food except USDA commodities.

Books, Periodicals, and Instructional Aids—Expenditures for books,
textbooks, and periodicals prescribed and available for general use, including
reference books. This category includes the cost of workbooks and textbooks
that are purchased to be resold or rented. Also recorded here are binding or other
repair costs to textbooks and school library books.

Used with functions 1000 - 4000.

6641 Library Books—Expenditures for regular purchases of library
books and related items available for general use by students,
including reference books, films, cassette tapes, periodicals, and
computer databases used in the library/media center.

6642 Textbooks—Expenditures for textbooks or educational sysiems for
each course of study, including books, kits, videocassettes, films,
instructional computer software or workbooks that function as part of
the basic program. These items must be adopted by the governing
board in accordance with A.R.S. §§15-721 and 15-722. This code is
not intended to cover costs of teaching supplies normally consumed,
such as paper, pencils, scissors, crayons, and tape.

6643 Instructional Aids—Expenditures for materials (e.g., instructional
computer software, workbooks, films, kits, magazines) that
supplement the district adopted program.

6644 Other Books—Expenditures for books and periodicals purchased for
non-student users or for noncredit enrichment programs.

II1-E-3.7

EXPENDITURES AND OTHER FINANCING USES



CHART OF ACCOUNTS EXPENDITURES AND OTHER FINANCING USES
OBJECT CODES

6700 PROPERTY—Expenditures for acquiring fixed assets, including land or existing buildings,
improvement of grounds, and original, additional, and replacement equipment.

6710 Land and Existing Improvements—Expenditures for the purchase of land and
the existing improvements thereon. Include the present value amount of capital
leases of land in the year of acquisition. Periodic payments should be recorded in
object codes 6840 and 6850. Purchases of air and mineral rights are included
here. Also, included are special assessments against the district for capital
improvements such as streets, curbs, and drains. Not included here, but generally
charged to object codes 6300, 6450, or 6730 as appropriate, are expenditures for
improving sites and adjacent ways after acquisition by the district. Used with
governmental funds only.

Used only with function 4100.

6720 Buildings—Expenditures for acquiring existing buildings. Also, include the
present value amount of capital leases in the year of acquisition. Periodic
payments should be recorded in object codes 6840 and 6850. Expenditures for
the contracted construction of buildings, for major permanent structural
alterations, and for the initial or additional installation of heating and ventilating
systems, fire protection systems, and other service systems in existing buildings
are recorded under object code 6450. Buildings built and alterations performed
by the district’s own staff are charged to object codes 6100, 6200, 6610, and
6730, as appropriate. Used with governmental funds only.

Used only with function 4500.

6730 Equipment—Expenditures for initial, additional, and replacement equipment,
such as machinery, furniture and fixtures, vehicles, and technology. Also,
include the present value amount of capital leases of equipment in the year of
acquisition. Periodic payments should be recorded in object codes 6840 and
6850. Used with governmental funds only.

*6731 Furniture and Equipment—Expenditures for furniture, furnishings,
athletic equipment and other equipment. (Exclude pupil and
nonpupil transportation vehicles and equipment.)

Used with functions 1000 - 4000.

%6734 Vehicles—Expenditures for pupil and nonpupil transportation
vehicles. Examples are automobiles, trucks, buses, station wagons,
and vans.

Used with functions 1000 - 4000.

*6737 Technology—Expenditures for technology. Examples are
computers and noninstructional computer software.

Used with functions 1000 — 4000.

6740 Depreciation—The portion of the cost of a fixed asset that is charged as an
expense during a particular period. In accounting for depreciation, the cost of a
fixed asset, less any salvage value, is apportioned over the estimated useful life
of such an asset, and each period is charged with a portion of such cost. Through
this process, the cost of the asset is ultimately charged off as an expense. In
accordance with GAAP, recording depreciation is required in proprietary funds
only. Depreciation should not be recorded in the General Fixed Assets
Account Group.

#Effective 7/1/02
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6800 OTHER OBJECTS—Amounts paid for goods and services not otherwise classified above.
6810 Dues and Fees—Expenditures or assessments for membership in professional or

other organizations.
Usually used with functions 1000 and 2000.

6820 Judgments Against the District—Expenditures from current funds for all
judgments against the district that are not covered by liability insurance, but are
of a type that might have been covered by insurance. Only amounts paid as the
result of court decisions are recorded here. Judgments against the district
resulting from failure to pay bills or debt service are recorded under the
appropriate expenditure accounts as though the bills or debt service had been
paid when due.

Used only with function 2310.

6830 Interest—Expenditures for interest on bonds.
Used only with function 5000.
6840 Other Interest—Expenditures for interest on tax anticipation notes, registered

warrants, revolving lines of credit, capital leases, Capital Equity Fund loans, and
account balances not paid in full within 30 days.

6850 Redemption of Principal—Outlays from current funds to retire bonds, loans,
and capital leases.

#6851 Bonds
%6852 Other
Used only with function 5000.

6880 Loss on Sale of Fixed Assets—Amount by which a sold asset’s book value
exceeds the amount received. This account is used only with proprietary funds.
6890 Miscellaneous Expenditures—Amounts paid for goods or services not properly

classified in one of the object codes included above.
Used with functions 1000 - 4000.

6900 OTHER FINANCING USES—This series of codes is used to classify transactions that are
not properly recorded as expenditures of the district but require budgetary or accounting
control. These include indirect costs, interfund transfers-out, and payments to bond escrow
agents. Used with governmental funds only.

6910 Indirect Costs—An amount approved as a percentage of the total project budget,
to be used to pay overhead costs that cannot be easily identified with a specific
project. Indirect costs are calculated on total actual expenditures less capital
expenditures times the approved indirect cost rate. This object code should be
used when monies are transferred to the Indirect Costs Fund from a Federal
Projects Fund. The 5200 revenue code should be used to record the transferred
monies received in the Indirect Costs Fund. The amounts transferred to the
Indirect Costs Fund should be expended during the fiscal year in which the
administrative costs were incurred.

6930 Interfund Transfers-Out—Includes all transactions conveying monies from one
fund to another without recourse. A list of authorized transfers is provided in
section ITI-F.

6940 Payment to Bond Escrow Agent—Amounts paid to an escrow agent from
advance refunding bond proceeds that are to be placed in an irrevocable trust.

#Effective 7/1/02
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Arizona Office of

Department of Education

The Auditor General

USFR MEMORANDUM NO. 185

TO: School District Administrators; County School Superintendents
FROM: Magdalene D. Haggerty, Office of the Auditor General

Scott W. Thompson, Arizona Department of Education
DATE: December 12, 2001

SUBJECT: Guidance for Coding Expenditures in the Maintenance and Operation, Unrestricted
Capital Outlay, and Soft Capital Allocation Funds

The Unrestricted Capital Outlay (UCO) and Soft Capital Allocation (SCA) Funds may only be used as
described in Arizona Revised Statutes (A.R.S.) §§15-903(C) and 15-962(D). However, for various
reasons, these statutes have not been consistently applied over the years, which has resulted in

differences within a district from year to year and among districts regarding how capital expenditures are
recorded. The intent of this Memorandum, including the attached Capital Determination Chart, Capital
Supplies List, Other Capital List, and Non-Capital List is to promote greater consistency within a district
from year to year and among districts by clarifying which expenditures should and should not be
recorded in these funds. The effective date of this memorandum is July 1, 2002. However, districts
may implement early.

When it is determined that an item is capital, it may be purchased from the UCO or SCA Funds or
another appropriate special revenue fund, but it cannot be purchased from the Maintenance and
Operation (M&O) Fund. Similarly, when it is determined that an item is non-capital, it may be
purchased from the M&O Fund or an appropriate special revenue fund, but it cannot be purchased from
the UCO or SCA Funds. Essentially, the expenditures appropriate from the M&O Fund and those
appropriate from the UCO and SCA Funds are mutually exclusive.

The M&O Fund is the general fund of the district and as such accounts for all financial resources of the
district, except those required to be accounted for in other funds. The UCO and SCA Funds were
established to account for district expenditures related to capital purposes and certain non-capital
expenditures described in statute. The primary difference between the UCO and SCA Funds is that the
SCA Fund must be expended first for short-term capital items (not land and buildings) that are required
to meet the adequacy standards prescribed in A.R.S. §15-2011 and adopted by the School Facilities
Board, with the option of using any remaining funds for administrative soft capital needs once such
standards have been met.

The enclosed Capital Determination Chart (Chart) uses a series of questions, the related capital andnon-
capital lists, and specifically defined terms to determine whether an item may be paid from the UCO or
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SCA Funds. As statute allows certain supply items to be paid from the UCO and SCA Funds, it is
necessary to follow the decision steps in the Chart to identify the appropriate fund to use.

The first step in the Capital Determination Chart is to review the Capital Supplies List. All items included
in this list must also meet one of the category definitions shown on the list to be paid from the UCO
Fund. If an item is not on the list, but meets a category definition, it may also be paid from the UCO
Fund. Library books, textbooks, and instructional aids may also be paid from the SCA Fund. Ifan item
is not on the Capital Supplies List and does not meet the definition of a Construction Material, Library
Book, Textbook, or Instructional Aid, the Other Capital List should be reviewed. The Other Capital
List includes non-supply items that are appropriately paid from the UCO Fund. Any of these items that
meet the requirements of A.R.S. §15-962(D) may also be paid from the SCA Fund.

If the item is not included on the Other Capital List, the Non-Capital List should be reviewed. Items on
the Non-Capital List cannot be paid from the UCO Fund unless the item is used as a construction
material or instructional aid. Similarly, an item on the Non-Capital List cannot be paid from the SCA
Fund unless the item is used as an instructional aid. Therefore, it is important to determine that the item
does not neet the definition of Construction Material or Instructional Aid before using the Non-
Capital List.

If an item is not included on any of the lists, it must meet all three capital criteria on the Capital

Determination Chart (useful life of at least 1 year, repair vs. replace, and independent unit) to be paid
from the UCO or SCA Funds. If an item is considered to have a useful life of at least 1 year, and would
likely be repaired rather than replaced if damaged or worn, refer to the definitions of Independent Unit
and Component Unit shown on the Capital Determination Chart to make the final determination.

In addition to the capital determination tools referenced in the preceding paragraphs, a list of example
journal entries has been included with this Memorandum for further guidance. The examples include the
determining factor for each item as well as guidance on coding beyond the fund level.

If you have any questions or need assistance, please call the Office of the Auditor General, Accounting
Services Division at (602) 553-0333, or the Arizona Department of Education, School Finance
Operations Unit at (602) 542-5695.

MDH/SWT/Im

Enclosures
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CAPITAL DETERMINATION CHART

Is the item on the Capital Supplies Yes
List or does it meet the definition of ®
a category on the list?

l No
Yes

Is the item on the Other Capital List? e———

L No
Yes

Is the item on the Non-Capital List? ® » | Non-Capital

I

Does the item have a useful life of

-3 | Capital

at least one year? e =
lm

Would the item typically be No

repaired rather than replaced? ¢ » | Non-Capital

| lm

Is the item an “Independent Unit”?
lYes
Capital

DEFINITIONS

Independent Unit—An item that retains its original shape, appearance, and character with
use and does not lose its identity through fabrication or incorporation into a different or more
complex unit or substance.

Component Unit—A part of an independent unit. Also a part of a fixture or land

improvement. Cannot be paid from the UCO or SCA Funds unless specifically listed on one
of the capital lists.
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Capital Supplies List

(Object Code 66XX)
Construction Materials' (6610) Instructional Aids? (6643)
= Concrete = Alphabet blocks
= Carpet = Auto parts for shop class
= Electrical switches = Balls, hockey pucks, shot puts
= Electrical outlets = (Calculators for students
» Insulation » Cassettes® and CDs’
» Joint compound = Drama scripts/plays
= Lumber = Globes
* Molding » Instructional games
» Nails/Screws »  Maps
» Roofing materials = Math manipulatives
= Sheet rock = Musical instruments
» Spackling »  Readers’
» Tile »  Sheet music
» Wiring »  Software (Instructional)®
Library Books? (6641) = Textbooks®
Textbooks? (6642) = Workbooks®

1. These items are only capital if they are Construction Materials (see definitions).
2. See Definitions.

3. Ifadopted by Governing Board as part of the basic instructional program, code to Object Code 6642—
Textbooks.

CATEGORY DEFINITIONS

Construction Materials—Supplies used in original construction or renovation (i.e., the
substantial alteration of square footage, floor plan, or purpose of a building or portion of a
building) of a building or land improvement.

Library Books—Resource materials maintained in a library or classroom, such as videos, film
strips, software, newspapers, magazines, books, and cassettes.

Textbooks—Materials adopted by the Governing Board, such as books, software, videos, film
strips, kits (i.e., whole kits or materials to create kits), and sheet music that function as the basic
instructional program.

Instructional Aids—Items used to supplement a district’s educational program including
athletics, such as workbooks, films, kits, calculators, and instructional computer software.
General supplies of a consumable nature (e.g., lasting less than 1 year), such as pens, pencils,
crayors, and clay, are not considered instructional aids and should not be paid from capital
funds. Paper used in the mass production of educational materials, such as workbooks, is
considered an instructional aid. However, paper used in the day-to-day production of handouts
or lesson materials is not an instructional aid.
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Other Capital List

Land, Buildings, and Related Improvements

Land Land Improvements (Concl’d)
- = Landscaping
?ull,lgrl;lgjes = Lighting (Outdoor)
= Sheds Qg lots
= Playground equipmen
» Warehouses » Propane tanks
Land Improvements » Ramadas
= Bleachers (Outdoor) » Roads
= Bridges = Sewers
» Dugouts = Sidewalks
» Fencing = Sprinkler systems
» Goal posts (Permanent) » Towers
Equipment (Object Code 673X)
Athletic Equipment Furniture/Furnishings Other Equipment (Concl’d)
= Bats = Bookcases = Leaf blowers
= Blocking sleds = Chairs = Microwaves
» Dummies = Desks = Ovens
» Exercise machines » Filing cabinets = QOverhead projectors
= Goal posts (Movable) = Jarge area rugs = Paint sprayers
= Helmets/Pads = Tables = Power tools
» Hurdles Other Equipment » Printers
* Mats ) » Auto diagnostic machines " Refrigerators
» Nets (Tennis/Volleyball) » Bar code scanners = Satellite dishes
. Raqkets = Battery chargers = Scanners
* Weights = Cameras (Non-disposable) ~ ® Sewing machines )
Component Units = Cash registers = Software (Nor-instructional)
» A/C compressors » Camcorders = Telephones
» Automotive engines » Chalk line dispensers - ?}\{fpewnters
: s Copiers " 1Vs
f‘n;twm‘zz units * Computer CPUs : xg‘{sums
= Bleachers (Indoor) * Computer monitors
= Ceiling fans * Dishwashers = Washers
= Welders
= Chalkboards * Dryers . .
= Drinking fountains » Fax mgchmes Vehicles (Pupil and Non)
» Hot water heaters » Floor jacks = Busses
» Light fixtures = K§y cutters = Cars
» Sinks . K11n§ = Trucks
» Speakers (Built-in) * Laminators * Vans
» Toilets " Lawnmowers
» Wall mirrors = Laser disk players
» Whiteboards

Other Capital Projects

= Asbestos removal
= Recarpeting
= Removal of a capital asset

» Repaving a parking lot
» Reroofing an entire building

12/01
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Non-Capital List
(Object Code 6610)

Automotive parts
»  Alternators*

= Antifreeze

= Batteries

= Bulbs

» Carburetors*
= Fan belts

» Filters

»  Fuel pumps*
= Fuses

= QOil

= Spark plugs

= Timing belts*

»  Tires*

= Transmission fluid
» Transmissions*

Athletic supplies
= Tape

»  Whistles

=  Wraps

Office supplies

= Binders

= File folders
= Ink cartridges

= ' Labels

»  Markers

= QOrganizers
= Pencils

= Pens

= Paper

=  Paperclips
= Scissors

Office supplies (Concl’d)

Staples
Tape
Toner

Janitorial/Maintenance

Brooms
Buckets
Cleaning solutions
Cords/Cables
Drill bits

Light bulbs
Locks*

Miter boxes
Mops

Paint*

Paper products
Plumbing parts*
Soap

Toilet seats
Towels

Food service supplies

Aprons

Bowls

Cups
Detergent
Food trays
Paper products
Plates

Pots and pans*
Utensils

Miscellaneous supplies

Flags

" 4, Code to Capital if item meets the definition of a “Construction Material” or an “Instructional Aid.”

12/01
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CODING EXAMPLES

The following examples apply the coding guidance aitlined in the Memorandum and
provide guidance on coding beyond the fund level. The following items/services may also
be purchased from a special revenue fund, when appropriate.

1.

The District repaved its parking lot. Determining Factor: Repaving a parking lot is
included on the Other Capital List as an Other Capital Project. (However, patching or
resealing a parking lot is considered a repair and would not meet the capital criteria.)

If district purchased the service: ~ 610-100-4000-6450 Construction Services

If performed by district personnel: 610-100-4000-6150 Classified Salaries
610-100-4000-6610 General Supplies

The District repainted a building. Determining factor: Paint is included on the Non-
Capital List as a Janitorial/Maintenance supply.

If district purchased the service:  001-100-2620-6430 Repair and Maintenance Services

If performed by district personnel: 001-100-2620-6150 Classified Salaries
001-100-2620-6610 General Supplies

Note: The following examples assume the District purchased the services described. If

District personnel perform the services instead, entries similar to those described in
examples 1 and 2 above would be made.

3. The District replaced the transmission in a food service vehicle. Determining factor:

Transmissions are included on the Non-Capital List as automotive parts.

001-100-2650-6430 Repair and Maintenance Services

The District purchased a couch for the nurse’s office. Determining factors: Couches are

not on the Capital or NonCapital Lists. However, it meets the three capital
determination criteria.

610-100-2130-6730 Equipment

The District replaced a section of roof on the gymnasium that was damaged during a storm.
Determining factor: Roofing materials do not meet the definition of construction

materials if they are used for repairs. (Reroofing an entire building would be capital. See
Other Capital List, Other Capital Projects.)

001-100-2620-6430 Repair and Maintenance Services

6-30
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CODING EXAMPLES

6. The District purchased a high-speed binding machine to be used in the print shop.
Determining factors: This item is not included on the Capital or Non-Capital Lists.
However, it meets the three capital determination criteria.

610-100-2540-6730 Equipment

7. The District prints 2,500 workbooks at the beginning of the school year to be used in the
classroom. Determining factor: This meets the definition of instructional aids.

625- or 610-100-1000-6643 Instructional Aids

8. The District replaced doors at its high school. Determining factors: Doors are not

included on the Capital or Non-Capital Lists. Additionally, they do not meet all three
capital determination criteria.

001-100-2620-6430 Repair and Maintenance Services

9. The District replaced carpeting in eight classrooms that had been damaged from flooding.

Determining factor: Recarpeting is listed on the Other Capital List as an Other Capital
Project.

610-100-2620-6450 Construction Services

10. The District is converting a classroom into a computer lab. In addition to the furniture and
computer equipment purchases, the district is hiring a company to perform the necessary
modifications to the room to allow for LAN and Internet access. Determining factor:
These modifications meet the definition of construction materials used in a renovation
of a portion of a building.

625- or 610-100-1000-6730 Equipment
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